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How This User Guide is Organized

Main Sections

How This User Guide is Organized

Quick References.

These step-by-step instructions quickly explain how to perform
a task.

Survey Process Flow.

This section of the user guide uses a flow chart to show each
step in the work flow of the survey process. Steps in the
process are cross referenced to areas in this guide that explain
those processes.

Login Instructions.

This section of the User Guide gives detailed instructions on
how to login to the CST system.

General Menus.

General menus are menus accessible to all CST users. This
section of the user guide gives an explanation of what these
menus are for and how to use them.

User-Specific Menus.

The remaining menus in the CST system are user-specific and
accessible based on the role of the user. For example, the
menus that the Surveyor can access are related to the
Surveyor’s job function, thus, the Surveyor will not have
access to the same menus as those of the Primary Coordinator
or the Administrator.

CST Status Matrix.

The CST Status Matrix is a grid that associates a Survey
workflow action with the related CST status and the user that
performs the action. For example,

Workflow Action Status

Run a random sample | Unassigned System Administrator

Index.

The Index lists the location of information in this user guide by
key words.

CST User Guide V.1.doc
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Quick Reference
How to Assign a Surveyor

Quick Reference — How to Assign a Surveyor

1.

Log into the system as an administrator with your
User ID and Password.

Open the Case Administrator menu by clicking on Case
Administrator in the main menu bar at the top of the
screen.

If you know the survey number, enter it into the Survey
search field

Click the Search button.

If you don’t know the survey number, set the Case
Status field to Survey to be Assigned and scroll
through the list until you find the client whose case you
wish to assign to a Surveyor.

6. Select the Client by clicking the check box in the Select

column.

In the Staff window at the bottom of the screen, find
the surveyor you wish to assign to the client you’ve
selected.

. Highlight the surveyor’s name and click the Assign

Surveyor button.

. The system will move the Client from the Survey to be

Assigned list to the Assigned Survey list and the
Surveyor’s name will appear in the Surveyor field for
this client.

CST User Guide V.1.doc
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Quick Reference
How to Assign a Coordinator

Quick Reference — How to Assign a Coordinator

1.

Log into the system as an administrator with your
User ID and Password.

Open the Case Administrator menu by clicking on Case
Administrator in the main menu bar at the top of the
screen.

If you know the survey number, enter it into the Survey
search field

Click the Search button.

If you don’t know the survey number, set the Case
Status field to Assigned and scroll through the list until
you find the client whose case you wish to assign to a
Coordinator.

6. Select the Client by clicking the check box in the Select

column.

Note: A Coordinator can only be assigned to a case that
has already been assigned to a Surveyor.

In the Staff window at the bottom of the screen, find
the Coordinator you wish to assign to the client you’ve
selected.

Highlight the coordinator’s name and click the Assign
Coordinator button.

If the Coordinator is successfully assigned, the
Coordinator’s name will appear in the Coordinator field
for this client.

CST User Guide V.1.doc
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Quick Reference
How to Schedule a Survey

Quick Reference — How to Schedule a Survey

1. Log into the system as an administrator, a 4. If you know the survey number, enter it into the Survey
coordinator or a surveyor with your user id and search field
password.

5. Click the Search button.
2. Open the Case Administrator menu by clicking on Case

Administrator in the main menu bar at the top of the 6. If you don’t know the survey number, set the Case
screen. Status field to Survey to be Assigned and scroll
through the list until you find the client whose case
3. The System displays surveys based on your login you’ve been assigned to.

information. So based on that you will see surveys for:
7. Select the Client by clicking the check box in the Select
e Surveyors — only the surveys assigned to you column.

e Coordinator — only surveys assigned to you or

. X 8. Click the View button to open the Case Details screen
assigned to those for whom your are a coordinator

and view the details of the Survey.

e (Case Manager —

9. Review and correct any missing workflow information
by viewing items in the Missing Workflow
Information window at the bottom of the Case Details
screen.

e Administrator - All surveys

CST User Guide V.1.doc Page 4



Quick Reference
How to Schedule a Survey

10. On the Scheduling tab in the Case Details screen,
schedule the surveys by provider. Use the Provider
Drop-down menu to select the provider you wish to
schedule.

11. Click the + icon at the top of the screen.

12. Enter the scheduling information in the lower portion of
the screen.

13. Click the save icon ().

14. Change the Survey Status from Assigned to
Announcement by selecting Announcement from the
Status dropdown menu on the Survey tab of the Case
Details Screen.

15. Click the Save button.

16. The System will generate a letter in MS Word to each
of the client’s providers and attach it to an email
addressed to each of the providers.

17. You will be able to edit both the e-mail and the letter
before either is sent to the provider and other
recepients.

CST User Guide V.1.doc Page 5



Quick Reference
How to Enter a Survey

Quick Reference — How to Enter a Survey

Open the Case Details screen.
Click the Tools tab.

From the list of surveys, select the survey in which to
enter findings.

Click the View button.

Select a provider from the Provider drop-down menu.

Enter findings under the Findings tab at the bottom of
the screen.

Once the provider has submitted a CAP, it is displayed
on the Corrective Action Plans tab at the bottom of
the screen.

Survey Help Tabs

Findings Feed Back — Allows the Surveyor and
Survey Coordinator to exchange e-mails during
the Findings review process Survey Help
Buttons.

Survey Map-— This allows the surveyor to view
all of the survey indicators in outline form

View Regulation — This allows the surveyor to
view a Regulation related to the indicator. To do
so select the regulation number from the drop-
down men next to the View Regulation button.
Once the regulation is selected, click the View
Regulation button to display the text of the
selected regulation.

Cheat Sheet — This allows the surveyor to view
a complete list of a provider’s findings by

service, outcome level, and question level.

a. Spending Time With People — Prompts
questions about spending time with people
based on the current indicator.

9. To move to the next indicator, click the Next Indicator
button.

10. To return to the previous Indicator, click the Previous

b. Conversations with People — Prompts Indicator button.

questions about conversations with people based
on the current indicator.

c. Review of Documents — Offers reminders of
documents that should be reviewed based on the
current indicator.

CST User Guide V.1.doc Page 6



Survey Process Flow

Step One

Survey Process Flow

Step One

Activities that occur on the 7" of the month preceding the quarter the survey will be performed, (e.g. August 7™

Survey Coordinator
receives random

: Survey Coordinator Survey Coordinator Survey Coordinator
sample (list) for each : .
P — sends random —— P assigns casesto f—— P notifies Surveyors of
BDDS District and for N .
; . sample to IPMG Surveyors their assignments
each waiver for which

he is responsible

Go to
B

CST User Guide V.1.doc
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Survey Process Flow

Step Two

Step Two

Activities that occur 3 days prior to the
Surveyor’s onsite visit, (e.g., August
28th)

Continued
fram
A

Surveyor
schedules surveys
for the first month

of the quarter, 2.g.,

September,

Surveys
scheduled
for the
additional two
manths?

Surveyor schedules remaining
surveys for the two remaining
manths in the quarter. Surveys
ara scheduled by the 317 of the
preceding month three to four
weeks in advance

v

Surveyor contacis Case
Manager and Providers listed on
the CCB/Plan of Care o schedule
-Data of the Survey

=Tirme of arrival

-Survey participants

Surveyor enters the survey date
and contact infarmation into ST,
This date is the 1% day the
Surveyor is scheduled to be
onsite.

k J

The Surveyor sends an
automated e-mail netification with
the date of the survey to:
-Service Coordinator
-Case Manager
-Providers
listed on the CCB/Plan of Care'?

CST User Guide V.1.doc
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Survey Process Flow Step Three

Step Three

Activities that occur 3 business days prior to the Surveyor’s onsite visit, (.g., August 28™)

Surveyor reviews
-CCB/Plan of Care
-Individual Support Plan
-Incident reporis
-Parson Centered Plan
-Casa Motes

Corntinued
from

Go to

CST User Guide V.1.doc Page 9



Survey Process Flow

Step Four

Step Four

Survey (completed in its entirety within 3 business days)

Continued
from

C

Surveyor conducis

SUrVeEY

i Yes
Surveyor holds

Closing Meeting ”

b

Surveyor contacts
-BDD District Manager
-RHS Provider Manager
-Case Manager

k 4

Someone in
imminent

danger?

Mix

Surveyor remains onsite until
a mitgation plan is developed
by the provider and Case
Manager and accepled by
BDODS

CST User Guide V.1.doc
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Survey Process Flow

Step Five

Step Five

Occurs 2 business days following the Closing Meeting

Continued
frowm

D

Surveyor enters survey
findings into C5T

Surveyor notifies the Survey
Coordinator that the Findings
Eeport is ready for review.

CST User Guide V.1.doc
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Survey Process Flow

Step Six

Step Six

Occurs 7 business days following the Closing Meeting

Coordinator Coordnalor has
b Iha gl dEdngie Wit
Tndings Buriyor

Burvayed sands a-mal niificaion
win aitsched letter *
Complabed CCAP Naads and

that Findings/Final Repost 1=
auRiahba om i Prosssr waikila

[—"es

k

ceard inatar
ADDTVES

FindingsiFinal
Rapoi?

-1

s

Coandian s qanis
ELrI'I!!ﬁ:l' an g-mal
nilibGaten that fsdngs'
Mnal renor] i approsed

I COAP Hesclad T

Hi

:

Emall matifieation aait 1a
11 Froviders
7] Casa Managar
3] Bervipe Coordnastor
41Guardan'Haalnean Rep

Survayor sends e-mal noification
with sllacned faller * 2h-Surcey
Completed Mo CCAR Maaded”

awd thest FindingsiFinal Report is

avalabbe on Prosicer wemsie

Cooprdnator lags
Thi case #ar @ 2nd
quakly revies durng
1o DAP prosaga
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Survey Process Flow

Step Seven

Step Seven

Occurs 15 business days following the Closing Meeting and 8 business days after the preceding step

Continued
frowm

G

Case Manager will review
comactive actions
submitted by providers
and check-off CCAP as
reviewed and complete,

L 4

Case Manager will initiate
an Auto-E-mail to the
Surveyor indicating that
CCAP has been
submitted

CCAP/CAP
received by
Surveyar within
allotted time
period?

Mo

CST User Guide V.1.doc
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Survey Process Flow

Step Eight

Step Eight

Activities that occur 20 business days
following the Closing Meeting and 13
business days after the preceding step.

Continue
from

F

Case Manager holds team
meeting with providers and
other stakeholders to
facilitate and inter-
disciplinary response to the
survey findings

Case Manager and
Providers (I1ST) will each
develop their own distinct
CAP(s) and submitt their

CAP(s) online.

CST User Guide V.1.doc
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Survey Process Flow

Step Nine

Step Nine

Activities that occur 20 business days
following the Closing Meeting and 13
business days after the preceding step.

The CCAP or the CAP(s) Not
Received

Continued
From
H

Auto E-mail
natification letter
“6a-CCAP or

CAP{s) Not
Received" sent

h A

E-Mail notification sent to:

-Case Manager

-Providers listed on the CCB

-Surveyor
-Survey Coordinator

-IPMG Jeff Richendollar

-BDDS Service
-Coordinator
-Quality Manager

Motifies delinqueant
entities that they
have three additional

business days to
come into
compliance

CCAP or
CAP(s)
recaied 2+
time?

Yes

CST User Guide V.1.doc
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Survey Process Flow

Step 10

Step 10

Activities that occur 20 business days
following the Closing Meeting and 13
business days after the preceding step.

CCAP or CAP(s) Not Received 2nd
Time

Contin
fram

. J

Auto-Email
nofification letter

Naot Received

Director Notified"”

sent

Motification sent to:
Case Manager and
Praviders listed an the
CCB

oG sent 1o
=Surveyor
=Survey Coordinator
-IPMG Jeff Richendollar
-BDDS service coordinator
-BQIS Direclor
-Director of Client Services
-Cuality Manager
-Project Manager
-Assistant Project Manager

h

'END'

CST User Guide V.1.doc
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Survey Process Flow Step 11

Step 11

Activities that occur 25 business days following the Closing Meeting and 5 business days after the preceding step.

Continued
From

Surveyor reviews CAFs Surveyor Coordinator

against the specifications Surveyor emails Survey X .
"N established to deem =] Coordinator that surveyor f—— pzﬁxﬁdﬁﬁﬁgﬁmm
acceptable or not acceptable review is comphete e
and checks off as reviewsd '
Continued
from
H

CCAPICAPs
received and
accepted in its
entirety?

ag

Moy
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Survey Process Flow Step 12

Step 12

Activities that occur 30-35 business days following the Closing Meeting and 5 business days after the preceding step.

CCAP/CAP(s) Accepted
Continued Aute E-mail notification bois E—miltrsg:tiﬁcatinn cc's sent (o
“4 CCAP Accepted e -Survey Coordinator
From il »| CaseManager and B i
Follow-up Verification -IPMG Jeff Richendollar
K Providers listed on the : .
sent oCR -BODS Service Coordinator

CST User Guide V.1.doc Page 18



Survey Process Flow

Step 13

Step 13

Activities that occur 30-35 business days following the Closing Meeting and 5 business days after the preceding step.

CCAP/CAP(s) Partially Accepted

Auto E-mail natification

Continued
i “5.CCAP CAPs) Not
K Accepted Follow-up

Verification” sent.

M

Aute E-mail notification
sent to:
Case Manager and
Providers listed on the
CCB

cc sent fo:
-Surveyor
-Survey Coordinator
-Cluality Manager
-Project Director
-Assistant Project Director
-BQIS Director
-BDDS Director of Client Sves

CCARICAPs

accepted second

time?

Me

CST User Guide V.1.doc
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Survey Process Flow

Step 14

Step 14

Activities that occur 30-35 business days following the Closing Meeting and 5 business days after the preceding step.

CCAP/CAP(s) Denied

Confinued
from

DMS E-Malls *3-CCAP
Denied Re-Submit” letter
and_ CCAP1 Review 1"
report

r

Providers and Case
Manager Re-Submit the
denied portions of the CCAP
on line

CST User Guide V.1.doc
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Survey Process Flow

Step 15

Step 15

Activities that occur 5 business days following the date the CCAP/CAP(s) was
denied.

Case Manager reviews
corrective actions
submitted by Providers
and checks-off CCAP as
reviewed and complete

Auto e-mail notication
sant to Surveyor
indicated CCAP has
bean submitted

r

Surveyor reviews CAPs
against the specifications
established to deem
acceptable or not
acceptable and checks off
as reviewad with date

h 4

Auto e-mail notification
sant to Surveyor
Coordinator that

Surveyor review is
complete

r

Surveyor
Coordinator does
quality review of
CAPs and checks off
as reviewed with
date

END
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Survey Process Flow Step 16
Step 16 Cantinued
from P
.. . M Case Manager and/or Survayor conducts "
Activities that occur within 60 calendar days Providors uload foow-up vertcaton R e
- . - il evidence prior =1 and enters resulls |
following the date of the Closing Meeting and 25- to he date of folow-up ita CST inclucing JEGLmmor e
30 business days after the preceding step. - Ui g o is complete.
ontinue
from
p !
Survey
Coordinator
performs quality

review of the Follow-
up Verification and
checks off as
reviewed

CAP
Implemented in
its entirety the
first time?

Surveyor will re-check
CCAP implementation
within 10 buisness
days.

CAP
implemented in
its entirety the
2 tima?

No
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Survey Process Flow

Step 17

Step 17

Activities that occur 5 business days after the Follow-up visit.

Caontinued
from

Auto E-mail
notification letter

CAP(s)
Implemented” sent

L

’ . . cc o
E-Malltr{gtéﬂcaunn -Surveyor
P?I'I’E;T'lager:?'l‘:! o -Survey Coordinator
| ;
Praviders listad -IPMG Jeff Echnddlar
=BDDOS Service Coordinator
on the CCB 1
-Guardian
h 4
EMD
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Survey Process Flow Step 18

Step 18

Activities that occur 5 business days after the Follow-up Visit.

Auto E-mail notification
letter
“Bh-Verification CAP(s)

Continuead
from

P

Not Implemented
Director Notified" sant.

E-Mail nofification
sant o Case
Manager and

Providers listed on
the CCB

GG lo:
-Surveyar
-3urvey Coordinator
-IPMG Jeff Richendollar
-BDOS Service Coordinator
-Guardian
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Log Into CST

Launch the CST

Log Into CST

Launch the CST

To begin, launch the CST application from your Programs

folder (Figure 1).

If the application is successfully launched, a copyright and
version image will briefly display on your computer screen

(Figure 2).

Internet
s Inkernet Explorer

.;z_l E-mail
=l Microsoft CiFFire Cnklank

_—-:) My Documents

5 My Recent Documents  +

o

C5T- QA

Command Prompk
@ Snaglk 7

‘Wwindows Media Player

SN

40

All Programs D

ictures
Launch the CST
‘. Mozila Fil application o
I_D mputer

B’ Control Panel

@, Set Program Access and
Defaults

;\é Printers and Faxes

g_)) Help and Suppart
p Search

E| Lag OFf @| Shut Down

Figure 1 - Select Application from Programs Folder

Liberty of
Indiana

Corporation

Comprehensive

Survey Tool

Wersion 1.00

Copyright () State Of Indiana 2009

Figure 2 - Copyright and version image
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Log Into CST Login Screen

Login Screen
Once the copyright and version image disappears a login

CST Login: Comprehensive Survey Tool &J

window opens (Figure 3). W) & S0¢, User name:
Q‘ﬁ‘ 4((!’ testadmin
Enter the user name and password assigned to you by the = )
System administrator and then click the OK button. E g‘ ?_affﬂ":
2 &
7,
o”"!\:’lS’I‘RPs\Q e — | ———

Figure 3 - Login Screen
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Log Into CST

Timeout Screen

Timeout Screen

You will be automatically logged out of the system after 10
minutes of inactivity and the HIPAA Timeout screen
(Figure 4) will display.

HIPAA Timeout: CST (Comprehensive Survey Tool)

compliance with HIPAA conventions.

To continue, please re-enter your password or

O\w You are being shown this form because there
has not been any activity for 10 minutes in
9
HIPAA you may exit the CST application.

|| | Lantinus I

Bt |

Figure 4 - Timeout screen
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General Menus Program Menu

General Menus

This section discusses menu selections that are the same for all
roles, i.e., Administrators, Primary Coordinators,
Coordinators and Surveyors.

Program Menu

. . . H:IVCST Vi.b.v0.41 . .
The Program Menu (Figure 5) gives a user the option of 2 b.29eN _B 5 N N N
|Ogglng out of the system or exiting the System Program | Admin. Interfaces Individuals Cases Reports Window Help
. Log Out
Exit

Figure 5 — Program Menu

Logging out will return you to the Loginin Screen (Figure 6).

CST Login: Comprehensive Survey Tool @

\\ﬂ & SOC’, User name:
K &

testadmin

2
S Password:
(=)
g

'Yo QQ‘
YryrsTRaS

- o Figure 6 - Login S
Clicking Exit will close the program. 19ure ogin sereen
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General Menu Selections Interfaces Menu

BB csT [v1.0.1.34]
Program  Admin, [ Interfaces | Individuals Surveyors Cases  Reports  Window  Help

Interfaces Menu
The Interfaces Menu (Figure 7) allows you to access the
INsite database and look-up information in the data bases
without leaving the CST program.

Figure 7- Interfaces Menu
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General Menu Selections Individuals Menu

B CST [v1.0.1.34]

IndiVid uals Program  Admin.  Interfaces | Individuals | Case Administrator Reports  Window  Help
The Individuals Menu (Figure 8) allows you to view Clients
information about an individual based on that individual’s CST Praviders
role. Surveyors

’ Coordinators

(] Cllent Case Managers

e Providers

[ v r . .

Su e)./o X Figure 8 - Individuals Menu
e Coordinators
o Case Manager
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General Menu Selections

Individuals Menu

Clients
Clients
CliCking on the Client Option in the Program  Admin. Intefaces Individuals  Surveyors Cases  Reports  Window  Help
Individual’s Menu opens a search FIC 1 of2| b | |
window (Figure 9). Firt Name o)
Last Name  fjrp
Enter the search criteria in a single search | Awes
field or a combination of search fields. Ciert | Clents Cases
55N Last Fist Ciy e g Loie Seictm Sericem Waiver  Divison  Distict  AAA

Click the Search button and the System
will display a list of clients meeting the
search criteria.

Client Tab

Client information related to the first
client name in the list is displayed in the
lower portion of the window.

Flintstone Pebbles

Bedrock 51 y
I N I S T T N S

5 08

BDDS

First:  Pebbles Mo Last:  Rintstone Gender
Address: 301 Cobblestone Wy SSH: 999999990 RID¥: 000000000000 WMale
Address2: City: Bedrock State: 14 Zp: 70777 @ Female
Courty:  Slaughter Date of Bith: | Thursday . November 30, 1972 | |~ | Phone: 3175555555
Home Cn: Age: 31 cMo:

Figure 9 Individuals Client Option
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General Menu Selections

Individuals Menu
Providers

Clients Cases Tab

To view a client’s cases,
with the client’s name
highlighted on the Clients
Tab, click the Clients
Cases Tab.

From the list of the clients
cases, highlight the case
you wish to view.

Then, click the View Case
button (Figure 10) to
display the Clients Case
Details Screen (Figure
11).

Program  Admin. Interfaces Individuals  Surveyors Cases  Reports  Window  Help

M 42 of2 | b M |
First Name —
Last Name  fjrg
Address
Cliert | Clients Cases
Status of
Cliert SSN Client Name: Survey Reason for Survey Case Manager Surveyor

QA Surveyor

Fred Hintstone

Figure 10 - Individuals Clients Cases Tab
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General Menu Selections

Individuals Menu

Providers

i CST  [w1.0.1.37] - [Details - Flintstone, Fred]

Prograrn  Admin.  Interfaces  Individuals  Surveyors Cases  Reports Window  Help

Survey | Tools | Findings FeedBack | Comments | Scheduiing | Documents | Criminal History | Maintenance

Cliert:  Fred Flirtstone: Opening Mesting Closing Meeting
Case Mar In Opening Meeting: Case Mgr In Closing Meeting:
Surveyor: QA Surveyor
Date of Opening Meseting: Date of Closing Mesting:
Coordinator: QA Coordinator
10/ 8/2009 - 104 8/2009 @~
Status: | Assigned

Reason For Survey: Answer Al Questions Flag: Case Manager: LYOMNS, AMAMNDA
Jeff & Brett system testing

Inter-Rater Reliability Flag: Case Manager Email.  alyons@lfestreaminc.ong

- Date Ertered
Status Histony Status

Assigned

1047200
Assigned

10/7/2009 8:38 AM

Migsing Wordlow Irformation:

is missing Scheduling
Provider: "AREA &: LIFESTREAM SERVICES INC."is missing Scheduling

Figure 11 - Clients Case Details Screen
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General Menu Selections Individuals Menu

Providers
Providers
Clicking on the Providers option in
the Individual’s Menu opens a ol CST Provider: ADVANTAGE HOME HEALTH CARE INC. - Muncie ===
. . 1 of19 | b bl
search window (Figure 12). -
Federal D: 35
Enter the search criteria in a single Neme: hdv
Search field oraco mblnatlon Of Provider | Providers Cases I CST Provider Contacts I Providers Scheduling I Documents I Criminal History I Providers History|
SearCh fi6|dS Parent Vendor Fed. ID Name Address Contact Phone Email $2nNda?nZD| |
T e e I
Click the Search button and the 2 0 4351911151 |ADVANTAGE HO... |4008 Notth Whe... | Muncie Lyn Estell, RN 7652841211 |jeff hammonds@f... | SRT Name
A : : 3 4 2119 (351911151 | ADVANTAGE HO... | 1212 E. 53d Stre... | Anderson LnEstel, RN | 7652841211
SySte_m will dlsplay a_ IISt_ of pl’OVIdGI’S 4 4 2129 (351911151 |ADVANTAGE HO... |36S.Green Stre... |Brownsburg |y Estel, RN | 7652841211
meeting the search criteria. 5 4 2129351911151 |ADVANTAGE HO... |365.Green Stre... |Brownsburg | LynEstel, RN | 7652841211 -
4| 1n J +
H H H From Insite CSsT
'I;::g;/::c:lirn::nrfglr"nn;a:::]otr;]erelI|2:::e|2 to the Name: ADVANTAGE HOME HEALTH CARE INC. Name:  ADVANTAGE HOME HEALTH CARE INC.
. . . Address: 4008 North Wheeling Ave. Address: 4008 North Wheeling Ave.
displayed in the lower portion of the
window. City: Muncie Cty:  Muncie
Zp: 473041499 Zp: 47304-1499
The Provider’s window displays a Contact:  Lyn Estel, RN Cortact: Ly Estel. RN
series of tabs that allow you to view Emal Emal
and change information about the Phone: - (765) 264-1211 Phone: | (765) 2641211
provider. The tabs include: Federal ID: 351911151 Vendor ID: 4 & 3/28/2005
H Medicaid 1D: Case Mar ID: Send Reports To
°
Provider o
¢ Providers Cases Emai:
e Contacts

Figure 12 Individuals Menu - Providers Option
e Provider Scheduling

e Documents
e Criminal History
e Provider History
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General Menu Selections

Individuals Menu

Surveyors

Surveyors

. & csTS ===
Clicking on the Surveyor

. . . . . M o4 1 ofl | b M | |
option in the Individual’s
Menu opens a search Name: QA [ Search |
window (Figure 13). [ Staff [ Cases]

Name JobTile Ppproval Level Phone Email Distict | Asa | Active | orid Survey

Enter the search criteria in
the Name search field.

Click the Search button
and the System will
display a list of Surveyors
meeting the search
criteria.

To view the schedule of
the selected Surveyor,
click the Schedule button
in the lower left corner of
the search screen.

Trai

Figure 13 — Individuals Menu-Surveyor's Search Window
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General Menu Selections

Individuals Menu
Surveyors

The Case tab (Figure 14)
displays the cases assigned to
the surveyor highlighted on
the Staff tab

PHO4 1 ofl | b M |

Fred Fintstone

Figure 14 — Individual’s Menu — Surveyors Window-Cases Tab
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General Menu Selections Individuals Menu
Coordinators

Coordinators . e e |
Clicking the Coordinators option PM 4|1 o1 b M| |
in the Im_iividual’g Menu opens a Name: GA Coordinator =N
search window (Figure 15). (S [Cases]

Name JobTitle Approval Level Phone Emai Ditict Aza  Actve  Grid Savey

Enter Coordinator search criteria
into the Name search field.

wiliam.anderson... 1

Click the Search button and the
System will display a list of
Coordinators meeting the search
criteria on the Staff tab.

Figure 15 - Coordinator Search Window
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General Menu Selections Individuals Menu
Coordinators

The Cases tab displays the :
cases assigned to the ' Bl
Coordinator highlighted on the Name: QA Coordinator =
Staff tab. (Figure 16). [t | Cases |
Cliertt Name Clert Survey Survey Status gﬁ‘;;f’"':“ faze Manaoe, SurveyorName  pordinator Division  Waiver D

Fred Flintstone

Figure 16 — Individuals Coordinator Cases Tab
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General Menu Selections

Individuals Menu
Case Managers

Case Managers

Clicking on the Case Managers
option in the Individual’s
Menu opens a search window
(Figure 17).

Enter the search criteria in the
Name search field.

Click the Search button and the
System will display a list of
Case Managers meeting the
search criteria on the Case
Manager tab.

Information about the
highlighted Case Manager
appears in the window in the
lower portion of the screen.

I 41

ofl | b b |

MName: lyons

Caze Manager |Cases

|_ | | LYo

First Name
N5 AMANDA

100107340

alyons @lifestrea...

7657591121

First Name:  AMAMNDA Last Mams:  LYONS
Email:  alyons@lifestreaminc.org Phone: 7657551121
0 Is The CM?
Member: 100107340 Inactive:
Waiver: | | ICR/MR LOC Certfied: [ |
. :
Team MNo: LSS One Of Us: Ommp: [ DDP Trained: | |
Provider Key:  D6129 Gmhp: [}
Ddp Tr Dt: | Saturday . December 30, 1839 |
TCM
Tem MNumber:
Isp Facil: ||
lsp Dt: | Ssturday . December 30, 1839 | | TomMedd: 200343510
Tem Date: | Saturday , December 30, 1839
Designee: ||
Des Date: | Saturday . December 30, 1899 | TemMed Dt [ Saturday . December 30, 1859
Mpi: Loc Sign: [ |
Taxonomy: Loc Intl:

Figure 17 — Individuals - Case Manager Search Window
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General Menu Selections

Individuals Menu
Case Managers

The Cases tab displays the cases
assigned to the Case Manager
highlighted on the Case Manager
tab.

Figure 18- Individuals Menu - Case Manager Window - Cases Tab

! CST Case Managers E”E
PN 4|1 ofl | b bl |
Mame: lyons Search
Case Manager | Cases
Client Client Status of Reason Case ) o L
SSN Name Survey Survey for Survey Manager Surveyor Waiver Division District AAA
230237932 Fred Flintstone 23533 Assigned LYONS, AM... QA Surveyor
22527 | Survey Closed Random Sa... |LYONS, AM... | Unassigned [
21827 | Survey Closed Random Sa... |LYONS, AM... | Unassigned AD DA [ [
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Administrator Tasks

Administrator Tasks

The grid below links administrator tasks to explanations of
how to perform these tasks in the CST system.
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Administrator Menus

Administrator Menus

This section discusses the menu selections
(Figure 19) used by the Administrator:

e Users

e Configuration

e Samples

e Survey Maintenance

e Maintenance
e Financial Audit

Program | Adrmin. | Interfaces  Individuals  Case Administrator

Users
Configuration

Samples

Survey Maintenance

Maintenance

Financial Audit

Figure 19 - Administrator Menus

Reports  Window  Help
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Administrator Menus

Users

Users

From the Users List (Figure 20) the
Administrator can:

e Set a User’s status
e View or change a user’s properties
e Add a new user

User Status:

Active|

-

- CST User List ﬂg@ﬁ ]

Full Name

Jan Delehanty

Milee Thomas (
QA Primary Coordinator

Job Title
CST QA Admin

Phone E-mail
317-574-0980 | mikee thomas@fssa.in.gov

jan.delehanty@fssa in.gov

Tracy Seawrght QA Coordinator

260-482-3192 | Tracy.Seawright @fssa.in.gov

Figure 20 - User List

Lisa Snider QA Coordinator "

317-608-5085 | LismSnider@fssa in.gov -
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Administrator Menus

Users

Filter Users by Status

Filter Users by Status

To view existing users by status, select a status
from the Status Drop-down Menu
(Figure 21).

The available filters are Active, Inactive or
All.

The System will display the users based on the
filter that is applied. In Figure 21, all the Users
in the list are Active because this is the status
that is selected in the User Status field.

o= ST User List

|ser Status:

Status Filter drop-
down menu

(

317-974-0980

mike thomas @fssa.in.g

Figure 21 - Status Drop-down Menu

Jan Delehanty A Primary Coordinator 260-432-3192 | jan delehanty@fssa %
Tracy Seawright QA Coordinator 260-482-31592 | Tracy . Seawrght @fssa.
Lisa Snider GA Coordinator 217-608-5085 | Lisa.Snider@f=za.in.
j QA Coordj 1 B S o
ol W onisk |07 Cooiptorgaeate, | 2040012 Gabez o i
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Administrator Menus

Users

View or Change User Properties

View or Change User Properties

To view or change an existing user’s
properties, highlight the user’s name.

Then click the View button on the right
end of the selected line (Figure 22).

The User Maintenance window displays
(Figure 23).

al CST User List

User Status: Highlight the user's

Active - name, then click the
View button

Job Title

Mike Thomas CST QA Admin mike thoma 1 1

an Delehanty QA Primary Coordinatar 260-482-3152 | jan deleharty@fssa in gov 1 5 True Wiew
Iracy Seawright QA Coordinator 260-482-3192 | Tracy.Seawright @fssa in.gov 1 1 True m
lisa Snider QA Coordinator 317-608-3085 | Lisa. Snider@fssa.in.gov 1 1 True M
arhars Stachowislk | (8 Conrdinator 2e0-487-3197 | Bahars Stachaowizk @fsas in aoy | 1 1 Tne View

Figure 22 — View or Change User Properties

E=R(EoR (X

ol User Maintenance
Uzer Info

Job Title: C5T QA Admin leee
Email: mike thomas@fszsa in gov
Supervisor:  Mike Thomas Select...
Phone: 317-974-0580 County: Marion Active
Mobils: 317-555-5555 District: 1 - Child Survey Trained
Fax: 317-234-5555 ASA 1 -

e Role:  administrator -

Confim: [ Aasign Fole ]

Change Password ] [ Role Mairt... ]

Figure 23 - User Maintenance Window
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Administrator Menus

Users Menu
Add a New User

Add a New User

To add a new user, click the New button
in the User List window (Figure 24).

-l CST User List

User Status:

Active

-

Click the New button
to add a new user

an Delehanty

Job Title
CST QA Admin
QA Primary Coordinator

Phone
317-974-0980
260-482-3152

E-mail

mike thomas@fssa.in.gov

jan.delehanty @fssa.in gov

lracy Seawright

QA Coordinator

260-482-3152

Tracy.Seawright @fssa.in.gov

1

1

1
| 2 St ACOGRAL.. o | SSRGS ORI lge gk e ]
Figure 24 - Add a New User

a= User Maintenance

User Info

The System will display a blank User
Maintenance input window (Figure 25).

Enter the new user’s information and click Email:
the Save button to save the new user to Supervisor: Select...
the System.

Phaone: Courty: Active
Child Survey Trained

Mobile: District: -
Fax: AL -
Mew: Role: -
Confirm: [ Assign Role ]
Change Password ] [ Role Maint... ]

Figure 25 - Blank User Maintenance Input Window
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Administrator Menus

Configuration Menu

Configuration
There are two tabs in the Configuration window:

Configuration
System Codes

Configuration Tab

The Configuration tab (Figure 26) allows
the administrator view or change

information about the Primary Coordinator.

The Configuration Tab also allows the
administrator to set

Days Between Survey

Margin of Error

Confidence Level percentage
Response Distribution Percentage
Quarter

Number of days to retain the Log

o= C5T Configuration

Configuration | System Codes

=)

Primary Coordinator:  Jan Deleharty

Random Process Defaults

Days Between Survery: 365
Margin Of Emor % 5
Corfidence Level %: 35
Response Distribution %: 50

Administration eMail:  jeff hammonds@fssa.in.gov

Technical eMail: ieff hammands@fzsa in gov
IPMG eMail: BQIS notifications @gotoipmg.com
eMail Service: Mailhub .doit state in.us

Quarter
&1 @2
Log Retain Days:

1

Last Run Date & Time:
9/18/2009 12:34:21 PM

Save

Figure 26 - Configuration Tab
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Administrator Menus Configuration Menu

System Codes
System Codes

JOETEST -

o

Description

Figure 27 - Administrator Configuration System Code Tab
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Administrator Menus

Samples Menu

Samples

On the Admin Screen click Samples to
open the Survey Initiate Window
(Figure 28).

It is from the Survey Initiate Window that
the Administrator creates surveys.

There are two types of surveys that CST
can generate:

e A Random Survey

e A Specific Survey

[ Survey Initiate

Create Random Survey | Create Sperific Survey|

Sample Size Data

Acceptable margin of ermor i aiver
Confidence Lewvel
Fiesponse Distribution

Cuarter

01 02 @3 O4

Start Date 7472009
End Date 94302009

Daps between survey | 365

and Owver?

W aiver and District
] Only this \waiver and District

Waiver District

Divizion

Drate Previous Random Sample Ran:
03/01/2009 11:25 AM

[ Generate Random Sample ]

0

[ Wiew S ample Summary J

Create Surveys

Email Sample Tao IPMG

Frop. Ann.
Sample Size

Prop. Qtr.

Diistrict Farticipants Percentage Bl SiEe

Figure 28 - Survey Initiate Window
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Administrator Menus

Samples Menu
Create Random Survey Tab

Create Random Survey Tab

To set the survey parameters for a Random
Survey, from the Admin Samples menu select
Random Sample.

Some of the parameters for a Random Survey
are input under the Admin. Configuration
option. These include:

e Sample Size Data
e Quarter
e Days between survey

&8 Survey Initiate
Create Random Survey | Create Specific Suwe_l,l|

LY
gamph& gIZE fJata . L. ..
Aeceptable margin of ermor Wl aiver Dhiztrict Farticipants | Percentacg

Confidence Level
Rezponze Diztibution

Quarter Data generated under the
102 @32 O4 Admin. Configuration option.
Start Date 74,/2009

End Date 9/30/2009

Drayz bebween survey
and Over?

Warver and District

- W}m‘w -~

Figure 29
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Administrator Menus

Samples Menu
Create Random Survey Tab

From this window the Administrator can
set the Start and End Date of the
Survey.

In addition, the Administrator can create
Surveys by Waiver, District and
Division.

To make these fields active, click in the
Only this Waiver and District check
box (Figure 30).

Once the fields are active, select the type
of Waiver from the drop-down menu
(Figure 31) and enter the District,
Division and AAA in the appropriate
fields.

Survey Initiate

Create Random Survey | Create Specific Survey

and Ower?

Whaiver and District

Sample Size Data

Acceptable margin of error

Confidence Level
R ezponse Distribution

Cuarter

C1 02 ®3 O¢

Start Date FA/2009
End D ate 9,/30/2009

Dapz bebwesn surey

and Over?

Only thiz W aiver and District

W aiver Diztrict
o [
ahD
AbA
AUTISH
B]B]
o [ ]
Da TE'. rrerrererrd 3 AMPlE B at;

03/01/2009 17:25 &AM

Generate B andom Sample
o e - ; ..

Figure 31 - Waiver Drop-down Menu

\,\ AN

i

w'aiver and District
[] Only this Waiver and District

W aiver Dhigtrict
Dhsiizion LT.T.Y

| ]

Late Frevious Handam sample Ran:
0307 /2003 11:25 AM
=~ N l"h‘-‘-lp

T

Figure 30 - Waiver and District Option

CST User Guide V.1.doc

Page 51



Administrator Menus

Samples Menu

Create Random Survey Tab

The area at the bottom of the screen (Figure 32) allows
the Administrator to perform the following addition
tasks:

e View the date the previous random sample was
run

e Generate a Random Sample
e View a Sample Summary

After the Random Sample has been Generated the
buttons labeled:

e Create Surveys and
e Email Sample to IMPG

...become active.

Note: When the Create Random Survey tab
displays the Create Specific Survey tab is also
visible so that the Administrator can readily access
the Create a Specific Survey option (Figure 33).

_._-";.w':' . N S
[] Only this Waiver and District
Waiver Diztrict
Disaizion

D ate Previous Fandom 5 ample Fan:
09/01 /2009 11:25 Ak

[ Generate B andom Sample ]

0

[ Wigw S ample Surmmary ]

Create Surveys

Email Sample To IPMG

Figure 32 - Additional Options

Survey Initiate

Create Random Survey | Create Specific Survey

Sample Size Data

Arcceptable margin of eror
Confidence Level

Rezponze Diztibution

Figure 33 - Both Sample Tabs Visible
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Administrator Menus

Samples Menu

Create Specific Survey Tab

Create Specific Survey Tab

To set the survey parameters for a
specific survey type, from the Admin
Samples menu select Create Specific
Survey.

The Create Specific Survey window
will display (Figure 34).

The Administrator can select the Survey
type (Figure 35) and the Reason for the
Survey (Figure 36) from the drop-down

menus

t®l Survey Initiate

{8 Survey Initiate

Create Random Survey | Create Specific Survey

Feason for
hd | Survey:

Survey
Type: |

Select Client:

First Mame: | |

Last Mame: |

Address: |

Search

Figure 36 —Create Specific Survey Tab

ndorn Survey ! Create Specific Survey

Reazon for
Survey

Last Marme:

MHon-compliance
Tranztion Manitar
[revestigation
Financial Audit
BOIS Directed

Create Random Survey | Create Specific Survey
Survey
?urw.ay Type: | W |
Ype:
Standard i
— Tranztion Move Elyls
SelecyClent Financial Aud
[ First M ame: | |
Figure 35 - Survey Type Address: |

Figure 34 — Reason for Survey Drop-down Menu
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Administrator Menus Samples Menu
Create Specific Survey Tab

To create a specific survey for a specific
client, enter the search criteria into the First
Name, Last Name, Address or a

EB Survey Initiate

Create Random Survey | Create Specific Survey

Reazon for

combination of the three fields. Then click Type: | v suver | v

Survey

the Search button. (Figure 37) Select Cliert: Client Search Criteria Fields
A list of clients will display in the search FistName: | | Losthame: | | seareh
reSUItS WlndOW Address: | |

Search Results Window

Figure 37 - Client Search Window
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Survey Maintenance Menu

Survey Maintenance

From the Admin drop-down menu at
the top of the screen, select Survey
Maintenance to open the Survey Picker
Window (Figure 38).

- Survey Picker EI

Survey Name a;r;z Frozen?  Active? = Add
1 1 View

DA Provider Compliance Consumer Satisfaction Tool 1 [l Cose

Adutt Day Service Supplement 1 |

Attendant Care Supplement 1 [ [ View ]

Assisted Living Supplement 1 1 View E

Home Delivered Meals Supplement 1 [l

Specialized Medical Equipment and Supplies Supplement 1 | View

Adult Foster Care Supplement 1 | Wiew ]

Transportation Supplement 1 [l View ]

Pest Control Supplement 1 [l View =

Vehicle Modification Supplement 1 | View

Youth Personal Outcome Measure 1 | [ Wiew

Adutt Personal Outcome Measure 1 [l [ View ]

Self Direct Attendant Care Supplement 1 [l View

Physical Therapy Supplement 1 | View

Residential Based Habilitation Supplement 1 | Wiew

Occupational Therapy Supplement 1 [l View ]

Behavinr Mananement Sinnl rit 1 [ il iew I~

Figure 38 - Survey Picker Window
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Administrator Menus Survey Maintenance Menu
Survey Picker Fields

Survey Picker fields

Survey Mame

e Survey Name — Displays a list of Surveys created
in CST (Figure 39).

BAIS Perzon Centered Compliance T ool

Figure 39 - Survey Picker Fields - Survey Name

3

e Survey Version — Denotes the current version of the Frozen?  Active?
selected survey (Figure 40).
R O View

1 ] gt

1 IF] it
1 [ [#] Wi

Add

Cloze

il
I

Figure 40 - Survey Picker Fields - Survey Version

e Frozen? — A check mark in the Frozen field indicates Survey Active? ~
that the survey is frozen. If there is not check mark in Wersion ' ' Add
the field, the survey is not frozen (Figure 41). - 1 ]
1 &
1 ]
L

1 [w] Wiew

Figure 41 - Survey Picker fields - Frozen?
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Administrator Menus Survey Maintenance Menu
Survey Picker Fields

 Active — A check mark in the Active field indicates Suvey | popen 4
that the survey is active. If there is not check mark in Breion Add
the field, the survey is inactive. R O
: 5
1 ]
1 ¥ [¥] Wigw
Figure 42 - Survey Picker Fields - Active Field
e View Button — This button allows the administrator . 1””'”" - fad
i i i v
to view the Survey in th_e Survey Questlon_s Form.
From the Survey Questions Form the administrator 1 []
set s both the Frozen? and the Active? fields. 1 ]
1 ¥ [w]

Figure 43- Survey Picker Fields - View Button

) o "-.-"E-'ISiI:I-I"I FrozZen « BCOvE © Add
e Add Button — This button allows the administrator " F ]
to add a survey. : =
1 ]
1 F Ml wiew |
e Close Button — Closes the screen. Figure 44 - Survey Picker Fields - Add Button
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Maintenance Menu
Client Option

Maintenance

Items that can be maintained with the Maintenance
function include:

e Client/Provider maintenance Screen via the Client
Option

e Regulations Form

e Survey Status Types

e Survey Types

e Survey Activity Types

Client Option

Selecting the Client option from the Admin Maintenance
Menu opens the Client/Provider Maintenance Screen
(Figure 45).

The administrator maintains and updates client, provider
and case manager information from this window.
The Client/Provider Maintenance window is discussed in

detail in the Primary Coordinator Section under
Admin/Clients menu.

gl CST Client/Provider Maintenance

= ==
of 0 =]
First Name Search Clear
Last Name
Address
Cliert | Clierts Providers | Froviders Documents | Providers Criminl Histery | Providers History |
First M. Last State Ciy County Address ClientSSN Division Phone
4 L3
From Insie
Fist: Mi: Last Fist: Mi: Last
Address: Address:
City: St Zip, City: St Zip:
Phone: County Phone: County
SSN: Race: SSN: Race
Household: Martal Household: Martal
District: Liv Arg: District: Liv Arg
Division: Waiver. Division: Walver
Dob: Sex Dob: Wednesday, August 19,2009 [H+ Sex
Male ) Female Male ) Female
Sve Start: Suc Stat: Wednesday, August 19,2003 [Hv
Sve End: DIS Code1 SvcEnd: Wednesday, August 19,2003 [+ DIS Code:
Clisrt Track Code DIS Code2 Clert Trsck Code: DIS Code2:
DIS Coded DIS Code3:
Case Manager Name NSTCase Manager Phone Case Manager Name Case Manager Phone
Guardian Name: Service Coordnator Mame: BQISDirector Name:
Guardian Emil: Service Coordinator Emal BQISDirector Email:
QA Lisison Name: BDDSDirector Name:
QA Lizison Emai: BODSDirector Email | Refresh From bnste___|

Figure 45 - Client/Provider Maintenance Screen
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Regulations Form

Regulations Form

RegulationsForm QE
(Figure 46). Pl of 180 | b bl [ dR K ]

Fegulation Text: Fiegulation Code: |B'8'2

Sec. 2.

[&] & provider shall ensure that an individual's rights as guaranteed by the Constitution of the United States and the
Congtitution of Indiana are nat infringed upon.

[B] A pravider shall ensure that:
[1] an individual’s rights az set out in I 12-27 are not infringed upon; and
[2) an individual has the abiliy to exercise those rights as provided in 1C 12-27)

Figure 46 - Regulations Form
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Maintenance Menu
Survey Status Types

Survey Status Types
(Figure 47)

SurveyStatusTypes

Type Deszcription
Survey to be Agzzigned

Azzigned | Aezigned

Annou... | Announcement

Finding... | Findings Report Reviewed
Finding... | Findingz Report Approved
keetin... |beeting Clozed
CAPMe... | CAF Needed

CAPSu.. | CAF Subritked

CAPMe... | CAF Needed Reminder
CaPMo... | CAF Mot Submitted
CCAPR... | CCAP Reviewsd
Coordp... | Coor &pprove CCAP
CCAPA,.. | CCAP Accepted

Figure 47 - Survey Status Types

S[=ed

[nzert
|Ipdate

Delete

Cloze

T Y ot
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Administrator Menus Maintenance Menu

Survey Types
Survey Types B SurveyTypes
(Figure 48). Type  Description
S sl Perzon Centered # Provider Compliance ¢/ Perzon... Inzert

Tranziti... | Tranzition kMowe Surey

Delete

Financi... | Financial Audit Sureey

Cloze

#*

Figure 48 - Survey Types
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Maintenance Menu
Survey Activity Types

Survey Activity Types

(Figure 49)

Survey Activity Types

Diivision Supplemental? Financial?
4 O O
v O O
v O O
v O O
v O O
DA, v F
DA v O
D& v a
D&, v F
D& v a
D&, v F
D v F
D&, v F
D v F
D&, v F
D v F
DA v O
D& v F
D&, v F
D& v a
D&, v F
D& v a
D&, v F
D& v F
D&, v F

Activity Type

Perzon Centered Compliance
Fersonal Dutcome Measure
Trangition Monitoring - Lewel 1
Transition Monitaring - Level 2
Trangition konitoring - Level 3
Altendant Care

Casze Management
Haormemak.er

Assisted Living

Home Delivered Meals
Mutritional

Specialized Medical Equipment and Supplies
Health Care Coordination
Adult Day Service

Adult Foster Care
Environmental

Fespite

Tranzportation

Self Direct Attendant Care
Pest Contral

Physical Therapy

Wehicle Modification
Residential B ased Habilitation
Occupational Therapy

Behavior Management

Long Description

Perzon Centered Compliance S atisfaction Tool
Fersonal Dutcome Measure

1zt Level Post Tranzition Monitaring
2nd Level Post Transzition Monitoring
3rd Level Past Trangition Monitoring
Attendant Care Services

Casze Management Services
Homemaker Services

Assisted Living Services

Home Delivered Meals Services
Mutritional Services

Specialized Medical Equipment and Supplies Services
Health Care Coordination Services
Adult Day Services

Adult Foster Care Services
Environmental Services

Fespite Services

Tranzportation Services

Self Direct Attendant Care Services
Pest Contral Services

Physical Therapy Services

Wehicle Modification Services
Residential B ased Habilitation Services
Occupational Therapy Services

Behavior Management Services

Ingert

Close

Figure 49 - Survey Activity Types
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Primary Coordinator Tasks

Primary Coordinator Tasks

The grid below links Primary Coordinator tasks to explanations of
how to perform these tasks in the CST system.

Administrator Tasks
Assigns surveys to Surveyors and coordinators
Notifies Surveyors/Coordinators of their assignments

Assigns Surveyors to coordinators

User Guide Reference
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Primary Coordinator Menus

Case Administrator

Primary Coordinator Menus

This section discusses the menu selections used
by the Primary Coordinator, i.e. Case Administrator.

Case Administrator

From the Case Administrator screen (Figure 50) the
Primary Coordinator can

« assign cases to surveyors and coordinators

e assign surveyors to coordinators

Case Administrator

Reports  Window H

Program  Admin. Interfaces  Individuals

a5l Aministrator

1 of339 | b M| (

Survey to be Assigned M J
ST N Y D e

Figure 50- Select Case Administrator from the menu bar
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Primary Coordinator Menus

Case Administrator

The Survey Search field allows you to
search by Survey number.

The Case Status Drop-down menu
displays each status a Survey can have.

The selected Status reflects the Statuses of
the cases on the List of Cases screen.

The fields on the List of Cases screen are
fully sort able so that you may sort the list

by
o Survey
o Sample Date
» Reason for Survey
 Client
o Surveyor
 Coordinator
« Case Manager
« District
« County
o Waiver
« Division
« AAA

Program  Admin. Intefaces  Individuals  Case Administrator  Reports  Window  Help
1 of322 | b bl
Survey: Search ‘ Survey Search field .

I Case Status: [Surveyto be Assigned -]I ‘ Case Status drop-down menu I

List of Cases i

Select  Survey g:trréple ?S;s:; L Client Surveyor Coordinator Case Manager Diistrict Courty Waiver 0
O |23649 8/31/2009 RANDOM SAMPLE... | AXSOM, SANDRA JAN DELEHANTY DOHERTY, ROSE. 4 MONROE TBI D.
[ 23651 5/1/2009 RANDOM SAMPLE... | BAKER, JUSTIN JAN DELEHANTY GRAVES, BEVAUN |3 ALLEN S5W B
[ 23652 5/1/2009 RANDOM SAMPLE... | BEE. EMMA JAN DELEHANTY PENM. YVONNE 4 VIGO AD D.
O |23654 8/31/2009 RANDOM SAMPLE... | BELCHER. MATTH.. JAN DELEHANTY STOCKTON, MARY |8 LAWRENCE S5W B
O] | 23655 /142009 RANDOM SAMPLE... | BIDDINGER. DANL... JAN DELEHANTY DEWAR. BETH 8 JENNINGS T8I D.
O | 23659 873172009 RANDOM SAMPLE... | BOTKIN. BEAU JAN DELEHANTY WAMPLER. KRIST... |5 MARION S5W B
O] | 23660 8/31/2009 RANDOM SAMPLE... | ERAUM, GLORIA JAN DELEHANTY KUCHENBROD. JE... |8 CLARK AD D.
[ 23662 8/31/2009 RANDOM SAMPLE... | BROOKS, KATHRYN JAN DELEHANTY LEWTON, CHRISTI... |5 HAMILTON AD D.
[ 23663 8/31/2009 RANDOM SAMPLE... | BROWMN, CHRISTO... JAN DELEHANTY FORD-KAYS, JULIE |5 MARION AUTISM B
[ 23664 8/31/2009 RANDOM SAMPLE... | BRYAN, KIMBERLY JAN DELEHANTY PHIPPS, REBECCA |6 MADISON s8W B
[ | 23665 8/31/2009 RANDOM SAMPLE... | BUCK, ERIC JAM DELEHANTY ECKSTEIN, BETH 5 MARION S5W B

T TS Eg:dmr Eg;gdmator i Coordinators and Surveyor's List

an Deleha a 3 D

Tracy Seawright QA Coordinator 0 0 1 1
Lisa Srider QA Coordnator 0 ] |1 |1 |- Assign Surveyor

Figure 51 - The Case Administrator Screen
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Primary Coordinator Menus

Case Administrator

The Coordinators and Surveyors List
displays

Staff member’s name

Staff member’s Job Title

Surveyor/Coordinator’s Current

Survey Case Load

Coordinator’s Surveyor Case Load
District
o AAA

T -

P : . e __-'—‘-“—""' 5 e
i --"rJ}kN‘UEL'EHﬁNTY TIPHIPES, REWEG.

Y w200 HANDlm i £ Beval, RiERLY

] |23665  |8/31/2009  |RANDOM SAMPLE... | BUCK, ERIC | Coordinators and Surveyor's List ETEIN, BETHE®
Surveyor Coordinator o -
Staff Name JobTitle Load Load District AMA — '
Jan Delehanty QA Primary Coordinator 0 1345 1 9
Tracy Seawright QA Coordinator 0 0 1 1
Lisa Srider | @A Coordinator | 0 | 0 K 1 [l [ Assionsuveyor &
!

Figure 52 —Case Administrator Screen — Coordinators and Surveyor's List
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Primary Coordinator Menus
Assign a Survey

Assign a Survey

To assign a survey to a surveyor, make sure the
Status drop-down menu displays Survey to be
Assigned (Figure 53).

[v1.0.1.37] - [Administrator]

regram  Admin.  Interfaces  Individuals  Case Administrator

=}

1 of322 | b M

Set Case Status drop-down menu to
Survey to be Assigned

Case Status: [Sur\reyto be Assigned

Select  Suvey  oPle Ejfe‘;,” = Cliert

[ |23649  |8/31/2008  |RANDOM SAMPLE... |

Figure 53 - Survey to be Assigned

In the List of Cases window select a case Survey: [ search |

(Figure 54) that you want to assignto a surveyor Select a case by clicking

(or coordinator) by clicking in the check box in Case Status: |Suveytobs  the check box in the _

the Select field next to the case you want to — Select field.
Gelect  Survey Date o Thent Surveyo

select.

[ |23649 8/31/2009 RANDOM SAMPLE...

RANDOM SAMPLE...
[ |23852 3172003 RANDOM SAMFPLE...
[ [23654 8/31/2009 RANDOM SAMPLE...
O] |23655 9/1/2009 RANDOM SAMPLE...
[ |23659 8/31/2009 RANDOM SAMPLE...

Figure 54 - Select a Case
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Primary Coordinator Menus Case Administrator
Assign a Survey

R R S

To view the details of a case, select the case from the list of cases T Wawg biison”  AAK D
(Figure 55) and click the View button below the list of cases. ssw  [BoDs |06
S5W BDDS 08
S5wW BDDS 16
BURGH DD BDDS 16
H oo BDDS o7
AUTISM BDDS 08
BURGH |DD BODOS 16
CE AUTISM BDDS 15
oo BDDS 08
oo BDDS [1]]

AD DA 04 %
View

Figure 55 - View Button

CAHNAHAN, MARY |

= 364 ) -
. . . Select
In the List of Surveyors and Coordinators window select a S oardinator

. . Staff Mame
surveyor or coordinator (Figure 56). :

List of Survers
and Coordinators

strict .

yor Coordinatar
Load

QA Primary Coordinator
QA Coordinator
QA Coordinator

Tracy Seawright

iza Snider

Figure 56 - List of Surveyors and Coordinators
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Primary Coordinator Menus

Case Administrator
Assign a Survey

To assign the surveyor or coordinator to the case, click the
Assign button (Figure 57).

Once the Assign button is clicked, the case status changes to
Assigned. To view the Assigned case select Assigned from
the Status Drop-down menu (Figure 58).

District ARA Click the Assign button to assign the
case to a surveyor or coordinator

Surveyor 2 2

1
= oy

eyor 4 .4 I-l |- [ Assig

Figure 57 — Assign Button

to be Assigned

Sury

Announcement
Findings Report Reviewead
Findings Report Approved
CAP Needed

CAP Submitted

Cladiooded RoTggel

Figure 58 — Status Drop-down menu
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Primary Coordinator Menus

Case Administrator
Assign a Survey

The case now appears in the list of assigned
surveys with the Surveyor assigned (Figure 59).

Notify Surveyors/Coordinators of
Assignments

When the survey is assigned, an email is
automatically sent to the Surveyor so that
she knows a survey has been assigned to her.

B CST [wl.0.1.37] - [Administrator]
o5

Program  Admin.  Interfaces  Individuals  Case Administrator  Reports Window  Help

[4 4 |8 ofil | b B

Survey

Case Status: [Assjgned v]

Sampl Reason Fi .

Select  Survey Daatrnep = Sura\r?yn or Client Surveyor ]
[ |23s48 £/31/2009 RANDOM SAMPLE ... DEMO SURVEYOR |D
[ |23s47 8/31/2009 RANDOM SAMPLE ... CSTSURVEYCOOR. . [J)
[ |23s48 2/31/2009 RANDOM SAMPLE ... JEFF THOMAS J)
[] |23853 2/31/2009 RANDOM SAMPLE ... JEFF THOMAS J
] | 2356 8/31/2009 RANDOM|  The survey is now TEST SURVEYOR1 |J)
] |23658 9/1/2009 Ranpom| 3ssigned toasurveyor Lo o oieory
RANDOM SAMPLE ... . | DEMO SURVEYOR
£ |23877 9/1/2009 RANDOM SAMPLE ... CSTSURVEYOR J)
[ |23880 2/31/2009 RANDOM SAMPLE ... CSTSURVEYQR J
[ |23932 2/31/2009 JEFF & BRETT 5Y5... QA SURVEYOR Q

Figure 59 - Assigned Surveys
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Case Administrator
Assign Coordinators

Primary Coordinator Menus
Assign Coordinators ‘
. . . . — - |[Status drop-down menu
To assign coordinators to surveyors make sure that Assigned is il ) . I

Belect  Survey g:trréple ES;ZT For Client Surveyor

visible in the Status drop-down menu (Figure 60).

Please Note: A supervisor must be
assigned to the case before a Coordinator

can be assigned.

23645 873172009 RANDOM SAMFLE ..
23933 873172009 JEFF & BRETT SYS5... |FLINTSTOME, FRED |QA SURVEYOR '

Figure 60 - Status Drop-Down Menu

P s P Wi Ve N /

Select a survey from the list by clicking the checkbox inthe | ™" S| ";
Select field to the left of the survey you want to select Case Staus: [ =l _ &
(Figure 61) List of assigned surveys !
Select  Survey gzt";ple gsra:;n fog Client Surveyar Coordinator Case
23645 8/31/2009 RANDOM SAMPLE ... | ALLEN, NICK CSTSURVEYCOQOR... |CSTSURVEYCOOR... JNO
v 00 D D
L. " m .
- ol a4 SR b L "u..
Figure 61 - List of Assigned Surveys
Page 71
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Primary Coordinator Menus

Case Administrator
Assign Coordinators

Highlight the coordinator from the
List of Coordinators (Figure 62).

To assign the coordinator to the surveyor
click the Assign Coordinator button to

the right of the List of Coordinators (Figure 63).

e e TR o e '__NT\,»\N_%',_;MP_J_r.,w_.,l_ e AN
CSTSURVEYOR JAN DELEHANTY RAINOUS, HU'I‘\
8/31/2009 JEFF & BRETT S5Y5... |FLINTSTONE. FRED QA SURVEYOR LYONS, AMANDA

Coordinator District ABA S

Staff Name Load

leff Thomas QA Coordinator

d d
Pemo Coordinator Demo QA Coordinator - /25 2 8 8 11 - Assign Coordinator ’\

Figure 62 - List of Coordinators

B L e e i T R AL
.| ROBERTS, DAVID CSTSURVEYOR JAN DELEHANTY RAINCUS, F{U'P\
FLINTSTONE, FRED |QA SURVEYOR JAN DELEHANTY  LYONS, AMANDA

To assign a coaordinator,
click the Assign
Coordinator button

Figure 63 - Assign Coordinator
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Primary Coordinator Menus

Case Administrator
Assign Coordinators

The entry in the Coordinator field is
changed from the name of the
primary coordinator to a coordinator
from the list (Figure 64).

i The coordinator is changed from

-
the primary coordinator to a
co_ordlnator from the oordinator
List of Coordinators ;
T E TOT T TSURVEYCOOR...
FLINTSTOMNE, FRED QA SURVEYOR QA COORDINATOR

LYoMS

Figure 64 — Coordinator changed from primary coordinator to one from
the List of Coordinators
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Coordinator Tasks

Coordinator Tasks

The grid below links coordinator tasks to explanations of
how to perform these tasks in the CST system.

Coordinator Tasks User Guide Reference
Reviews Surveyor's findings
Approves Surveyor’s findings

Performs quality review of CAPs

Performs quality review of the follow-up verification
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Admin/Clients Menu

Coordinator Menus

This section discusses the menu selections use by the
Coordinator:

e Admin/Clients
e Coordinator Cases

Admin/Clients Menu

The Admin. Menu (Figure 65) is used to access the CST
Client/Provider Maintenance screen. From this screen a
coordinator can maintain and update client, provider and case
manager information.

To view the Client/Provider Maintenance screen, select
Maintenance, then Clients from the Admin. drop-down menu
(Figure 66) to open the CST Client/Provider Maintenance
screen (Figure 67)

T F— ¥ 1

;ﬂ ) ~

m Interfaces  Individuals  Coordinators Cases  Reports  Window

Figure 66

[ oo CST [v10117]

Program | Admin. | Interfaces Individuals Coordinators Cases  Reports  Window

Maintenance 3 Clients

Select Maintenance, then
Clients from the Admin.
dropdown menu.

Figure 65
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Coordinator Menus

Admin/Clients Menu

When the Client/Provider Maintenance screen opens enter
client search criteria into one of the search fields and click the
Search button to the right of the search fields (Figure 67).

Please Note: The search will return a
result with as little as a single alpha
character entered into a search field.

The first tab selection tab that displays is the Client Tab. The
other tabs are related to the Client’s providers. The tabs that are
displayed are:

e Clients

e Client Providers

e Provider Contacts

e Provider Scheduling

e Provider Documents

e Provider Criminal History
e Providers History

idd 4 1o giol e bl I

First Name

Enter search criteria
into one or more
search fields

Last Name:

Address I

Cliet | Clients Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Criminal History | Providers History |

-
Address <%

First M Last State City Courty

k [ P

From Insite CsT

z
A L PSRy

Figure 67 - Enter Search Criteria

[m.
P4 o of0 | b M | '
First Name Search Clear ¥
Last Name z

Address '

Client | Clierts Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Ciiminal History | Providers History | I’

Figure 68 - Selection Tabs
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Coordinator Menu Admin/Clients Menu
The Client Tab

The Client Tab

The Client tab displays contact and 2 CST Gl PRED FLNTSTONE, provider: PROFESSIONAL ASSESSMENT OF INDIANA INC: oo e

other information about the client.

The fields on the right side of the client
screen are editable. As you acquire new
information or updates to existing
information, enter the information in
this area of the screen.

At the bottom of the screen there are
additional editable fields:

e Guardian Name

e Guardian E-mail

e QA Liaison Name

e QA Liaison E-malil

e Service Coordinator Name
e Service Coordinator E-mail
e BDDS Director Name

e BDDS Director E-mail

e BQIS Director Name

e BQIS Director E-Mail

H 4|1
First Name  Frep

ofl | b M | E

Last Name  F| |NTSTONE

Address 134 COBBLESTONE

Cliertt | Clierts Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Giiminal History | Providers History

State County

MARION

FLINTSTONE IN

BEDROCK

Address

134 COBBELSTONE

CliertSSN
999-99-9999

Division

From Insite C5T
) ) Client Contact —
First: Wi [0 Last: [FLNTSTON Information Fist:  FRED M D Llast FLINTSTONE
Address: | 134 COBBLESTONE © 134 COBBLESTONE
City: st Zp: [46250- | Courty: [MARION | Cty: BEDROCK St N Zp: 46250 Courty: MARION
Phene: |(317) 849-5421 Phone: (317) 843-5421
Dob Marital Status: |SINGL Additional client uandian Case Manager
SSN: House hold: information Name: 4. Doe Name: WAMPLER, KRISTEN
Race: [ ] UvAmg: [FAMILY | District: [5 ] Email: mittrel @pdd.com Phone: (317)422-4645
Sex: @ Male Female EDDS BQIS
Service Casze Manager Dir Name: J. Smith Dir Name:  B. Smith
Start Name: WAMPLER. KRISTEN | Dir Email: mitrel @pdd.com Dir Email: mhcittrel @pdd.com
Phone: [(317422-4646 | SC Name: A Smith QAL Name: C. Smith
5C Email:  micttrel @pdd com QAL Email: mhittrel @pdd com

Figure 69 - The Client Tab
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Coordinator Menu Admin/Clients Menu
Client Providers Tab

Client Providers Tab T

The Client Providers Tab lists the = Coe] Com]
providers for the selected client. FLINTSTONE

Address 134 COBBLESTONE
) . . . Clients Providers | Provider Cortacts | Providers Scheculing | Providers Documents | Providers Criminal History | Providers History
The information in the lower portion of P41 w2 MIE |
the screen relates to the provider selected Vender Secfem  Seie 7

To Email

in the prOVider list in the upper portion of 313 351537072 | PROFESSIONAL A... | 2506 WILLOWB... |Indianapolis | DALLAS MULVA.. | 3172522620 | mkitrel@pdd.com |J. Smith mkitrel@pdd.com 0
the screen (B iz PUTIMICONT. | GOTEWESSE. Gt [ CHRLES SO 55073 st [Lom _ reessicon 0|

[l [0 r
From Insite CsT
Mame: PROFESSIONAL ASSESSMENT OF INDIANA INC. MName: PROFESSIONAL ASSESSMENT OF INDIANA INC.
Address: 2506 WILLOWBROOK PARKWAY, SUITE 200 Address: 2506 WILLOWEROOK PARKWAY, SUITE 200
City: Indianapolis City:  Indianapolis
Zip: 46205- Zip: 46205
Contact: pDALLAS MULVANEY/C. COTTINGHAM Contact: DALLAS MULVANEY/C. COTTINGHAM
Email Email: mkittrel @pdd.com
Phone: (317) 252-2620 Phone: (317) 252-2620
— Send Reports To
Federal ID:  35-1537072 Vendor ID: §13
e Contact: J. Smith
Medicaid 1D: Case Mar ID: = ™
Email:  mkittrel @pdd .com

Figure 70 - Client Providers Tab
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Coordinator Menu

Admin/Clients Menu
Client Providers Tab

In the example at the right, the information on the subsequent

tabs.

1
2.
3.
4

5.

...rel

Provider Contacts
Providers Scheduling
Providers Documents
Providers Criminal History
Providers History

ates to Professional Assessment of Indiana, Inc.

Please Note: The Provider’s name appears

at the top of the screen so that you will
always be able to see which provider’s
information you are viewing (Figure 70).

ﬂl‘ CST Client: 'FRED FLINTSTONE' Provider: 'PROFESSIOMNAL ASSESSMENT OF INDIANA INC,' I
1 of 1 =
First Name  FRED Search ] [ Clear ]

Last Name FLINTSTONE

Address 134 COBBLESTONE

Figure 71 - Provider's Name Appears at Top of Screen
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Coordinator Menu

Admin/Clients Menu
Client Providers Tab

As with the Client Tab, the left
portion of the screen reflects
information bout the Provider
from INsite. The information in
this area of the Client Providers

ofl [ b M |H |
First Name Frep |

TICHE

Last Name | INTSTONE

Address 134 COBBLESTONE

Tab cannot be edited and its fields | : 1« « 1 ofz| b oo |
are grayed out. }gendnr Fid Name Address Giy Cortact Fhons Emai N

The information on the right side
of the screen can be edited so that
missing Provider information can
be added or old information can
be updated.

35-1537072

PROFESSIONAL A_. | 2508 WILLOWB

Information from Insite about the

Indianapalis

DALLAS MULVA

3172522620 mkittrel @pdd com | J. Smith

o s PTG TGS Gt | CUAESSH S rmesen Lo e o)

Editable information about the provider

mkittrel @pdd com 0

provider selected above. This
information cannot be edited in CST selected above.
From Insite CST
Name: PROFESSIONAL ASSESSMENT OF INDIANA INC Name: PROFESSIONAL ASSESSMENT OF INDIANA INC.
Address: 2506 WILLOWBROOK PARKWAY, SUITE 200 Address: 2506 WILLOWBROOK PARKWAY, SUITE 200
City: Indianapolis City:  Indianapolis
Zip: 46205 Zip: 46205
Cortact: pALLAS MULVANEY/C. COTTINGHAM Contact: DALLAS MULVANEY/C. COTTINGHAM
Email: Email:  mkittrel@pdd .com
Phone: (317) 252:2620 Phone: (317) 252-2620
Send Reports To
Federal ID: 351537072 Vendor ID: 913
Contact: J. Smith
Medicaid ID: Case MarID: : "
Email: mkittrel@pdd.com

Figure 72 - Clients Providers Tabs
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Admin/Clients Menu

Coordinator Menu
Providers Documents Tab

Provider Contacts
|

P41 ofl | b W |

Use the Provider Contact screen
(Figure 73) to add provider contact T——— (st ][ o ]
|nf0rma.t|0n. Address 134 COBBLESTONE

Cliert_| Clients Froviders | Provider Contacts | Providers Scheduling | Providers Documents | Providers Criminal History | Providers Hitory |

PM 42 ofl [ b b | X H|

Contact’s Name
| JOHN BROWN

JOHN BROWN

Name:

Phone: (393) 355-9399

Email: jbrown@pdd.com

Figure 73 - Provider Contacts Screen
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Coordinator Menu

Admin/Clients Menu
Providers Documents Tab

Enter a Provider Contact
To enter a new contact:

1. Click the plus sign.

2. Enter the Contact’s name, phone number and e-mail
address in the lower portion of the screen.

3. Click the Save icon.

Address
| Gient | Clients Providers | [ Step {  |2S | Providef Gep 3 | Providers Do
AR NE of1 | b M [ x|

Cortact’s Name

Enter contact

information here

Name: JOHN EROWN

Phone: (399) 935-9959

Emil: jbrown @pdd.com

Figure 74 - Enter a Provider Contact
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Coordinator Menu

Admin/Clients Menu
Providers Documents Tab

When the contact information has been successfully
saved, the contact’s information will appear in the
upper portion of the screen.

AL ALy

ATIERE oft [ b M |4 X H|

. W g e - Fe—e 8

||: | ._||:I:|Hr'-l- BROWN

j|:| oW _é'-'p dd.com | 9

Provider contact
information successfully
added to CST

Mame- JOHN BROWN
Phone: (999) 9999999
Emal: jbrowni&@pdd .com

Figure 75 - Provider Contact Successfully Added to CST
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Coordinator Menu

Admin/Clients Menu
Providers Documents Tab

Provider Scheduling Tab

The Provider Scheduling tab allows the
Coordinator to view information about
the when and where the Survey will take
place as well as any pertinent notes.

z e
P41 ofl | b ¥ |HE |
bzt Name- | RED Search Clear
Last Name  FLINTSTONE

Address 134 COBBLESTONE
[ Client [ Clients Providers [ Provider Cortacts | Providers Scheduling | Providers Documents | Providers Criminal History | Providers History |
P43 CENN T
Date of Contact Date Scheduled Scheduled Location Notes Date Modified
9/16/2009 537 AM |5/16/2009 11:30 AM | At Professional Assessment of Indiana Scheduling with Professional Assessment of Indiana 9/16/2009 5:38 AM
5¢/30/2005 5:56 AM | 10/7/2009 9:56 AM | Library at PAl 5/30/2009 5:57 AM
et of Indiana Inc. oA

Street, Building A

Cortact Name:  DALLAS MULVANEY/C. COTTINGHAM Date of Contact: | Sunday . October 11,2009 [+ | Time Cortacted: 5.52 AM

Contact Email:  mkittrel @pdd.com Scheduled Date: | Sunday . October 11,2008 [~ | Time Scheduled: 5:00 AM

Contact Phone: 3172522620 Scheduled Location: 1557 East Street, Building A

Notes: Test notes for Professional Assessment of Indiana Inc. -

Figure 76 - Providers Scheduling Tab
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Admin/Clients Menu

Coordinator Menu
Providers Documents Tab

(o]
&

Providers Documents Tab T
CST allows you to upload documents on | o= e [ semeh |[ Gex |
Last Name
a network or on your computer to the —
- Address 134 COBBLESTONE

CST system a}nd to asspglate th(_ase (G [ : — e | i |
documents with a SpECIfIC prOVIder. Documerts for: PROFESSIONAL ASSESSMENT OF INDIANA. INC.

Mame Size Date Upload

Description

Criminal Background Check

Provider Test Document 3.doc

Upload Document
File: Browse... Upload
v

Description:  Criminal Background Check

Figure 77 - Providers Documents Tab
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Coordinator Menu Admin/Clients Menu
Providers Documents Tab

From the Providers Documents tab
use the Browse button to browse a F":N 41 oft|> M|
network or a location on your [sean ][ Gem ]

Last Name  FLINTSTONE

computer for a document you want to

Address 134 COBBLESTONE

upload tO CST. | Client I T S (T I Providers Scheduling | Providers Documents | Providers Criminal History I Pmudqsﬁslmy|
Documents for: PROFESSIONAL ASSESSMENT OF INDIANA INC.

Once you locate the document, click
on the file name to display the file
name in the File field.

Description MName Size Date Upload

Criminal Background Check rovic Jocument 3.doc

Select a description from the drop-
down menu that identifies what the
uploaded document relates to. This
can help you more easily locate a

document once it’s been uploaded.

Use the Browse button to
browse to a location on a

Click the Upload button to upload Sont Bommer netuork or your computer
the document. e S
To view a document that his been [oosewior | e Backoraund Check - Vew |
uploaded to CST. from the Providers Use the drop-down menu to select a description to

! identify what the document relates to.

Documents Tab click the document.

Figure 78 - Providers Documents Tab

CST User Guide V.1.doc Page 86



Coordinator Menu

Admin/Clients Menu
Providers Criminal History Tab

Providers Criminal History Tab

The Providers Criminal History tab allows
you to enter criminal history information
about Provider Staff members.

To add an entry on the Providers
Criminal History Tab, do the following.

Click the yellow plus icon at the top of the
page.

T Wy """
o=l CST Client: ‘'FRED FLINTSTONE", Provider: 'PROFESSIOMAL ASSESSMENT OF INDIAMA INC. '
[4 4 |1 ofl | b M | '
First Name Frep | i | [ e )
Last Name  FLiNTSTONE ’

Address 134 COBBLESTOME

| Client | Clients Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Criminal History | Providers History',
4 4|1 .-ﬁ—.-.. %X | Criminal History for: PROFESSIONAL ASSESSMENT OF INDIANA INC.

Staff Name Job Title Start Date

J. Stonefellow 10,/11/2009 12:08 PM

Figure 79 - Provider Criminal History Add Icon
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Coordinator Menu

Admin/Clients Menu
Providers Criminal History Tab

Enter the relevant information about the

Staff Name:  J. Stonefellow

Sex Crime Shop Lifting|

Staff member in the lower portion of the Job Tee: BN

Exploitation Of Adult

Failure To Report Adult

Screen (Figure 80). e Srce:

Stat Dete:  Sunday . October 11,2003

[Ehg Failure To Report Child

Then click the Save icon at the top of the
screen (Figure 81)

To delete an entry, select it and click the

Date Checked ~ Sunday . October 11,2009 E- Theft

Staff Has Direct Contact CIR History

Volurtary Manslaughter

Involurtary Manslaughter

Felony Controlled Substance

delete icon (Figure 82.)

Figure 80

o' CST Clie
PN 4|1
First Name  FRep

ofl [ b M |H

Last Name  FLinTSTONE

Address 134 COBBLESTONE
| Giient_| Clients Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Criminal Histos

P4 )—u-.-—hqp Criminal History for: PROFESSIONAL ASSESSMENT OF IN

Staff Name Job Title Start Cis

J. Stonefellow

Figure 81

P 41 ofl | b bl |
First Name  Frep [ Search |[ Clear ]

Last Name [ wre=rur
addess Figure 83 - Provider Criminal History Delete Icon

(G [ G
P44 |1 w=——grrTPri | MH | Criminal History for: PROFESSIONAL ASSESSMENT OF INDIANA [N
Start Date
10/11./2009 1™

N, - Ny

Job Title

Staff Name

J. Stonefellow

Figure 82
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Coordinator Menu

Admin/Clients Menu
Providers History Tab

Provider History Tab

The Provider History Tab is information
that comes from INsite. The fields on this
screen are not editable and the status of the
fields is dependent upon INsite.

P41 ofl | b b | |

Last Name | INTSTONE

Address 134 COBELESTONE

| Client | Clierts Providers | Provider Contacts | Providers Scheduiing | Providers Documents | Providers Criminal History | Providers Hitory
P oA o of0 | b M|

Fid Name

Date Change Vendor ID Address City Contact Fhone Email 'Is'gns;:ipo’t !

4 n

From Insite csT
Name: Name:
Address: Address:
Ciy: Ciy:

Zip Zp -

Contact Contact:
Email: Email:

Phone: (- Phone: )~

Federal ID: Vendor ID: Send Reports To

Medicaid ID: Case Mgr ID: Contact:
Email:

Figure 84 - Providers History Tab
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Coordinator Menu Coordinator Cases

Coordinator Cases

A coordinator uses the Coordinator Cases Menu to open the Reports Window _Halh
Coordinator screen. The coordinator uses this screen to view
the list of surveyors assigned to her.

Figure 85 - Coordinators Cases Menu Option

When the Coordinator Cases Screen opens enter the survey
number into the Survey search box and click the View button | ;4 4 |
(Figure 86).

. . = Search
Alternatively, if you know the status of the survey, select the Survey o8
status from the Case Status drop-down menu.

Case Status: |Surveyto be Assigned -|
This will display a list of all the surveys assigned to you with
the status you selected. Then find the survey in the list. Select  Survey gzt”;p‘e Reason For Survey Client

Figure 86
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Coordinator Menu Coordinator Cases

The fields on the Coordinator screen (Figure 87) are TR ‘
fully sort able so that you may sort the list by: E—

e Sample Date o Case Manager e e e s

e Reason for Survey o District

e Client o Waiver

e Surveyor e Division

e Coordinator o AAA Figure 87- Coordinator Screen fields o]
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Coordinator Menu

Coordinator Cases
View a Survey

View a Survey

To view a survey, select the
survey that you want to view
by clicking the check box in
the Select field next to the
survey (Figure 88).

Then click the View button
to open the Case Details
Screen.

=IOl X
L 4|1 ofl | b B | |
Survey: Search
Case Status: [ Survey to be Assigned -
Select  Survey g;n;ple Reason For Survey Cliert Surveyor Coordinator Case Manager District Courty Waiver Division AAA

... | FRED FLINTSTONE DE

OR )
Select the survey from the list

WAMPLER, KRISTEN |5 MARION

Click the View
button

Figure 88
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Surveyor Tasks

Surveyor Tasks
The grid below links surveyor tasks to explanations of how to perform these tasks in the CST system.

Surveyor Tasks

Contacts & Schedules Visits to Providers

Performs Survey

Reviews Finding with Coordinator

Contacts Provider to Create CAP Corrective Action Plan
Reviews CAP

Schedules follow-up verification

Conducts follow-up verification

Enters results of follow-up verification into CST

Notifies Survey Coordinator that Surveyor review is complete

CST User Guide V.1.doc Page 93



Coordinator Menus Admin/Clients Menu

Surveyor Menus

This section discusses the menu selections use by the 8gl CST [v10.1.37]
Surveyor: m Interfaces  Individuals ~ Surveyors Cases Reports Window Help

e Admin/Clients
e Surveyor Cases

Admin/Clients Menu Figure 89

The Admin. Menu (Figure 89) is used to access the CST

Client/Provider Maintenance screen. From this screen a

Surveyor can maintain and update client, provider and case
manager information.

s CST [v10137]

Program | Admin. | Interfaces Individuals Surveyors Cases Reports Window Help

To view the Client/Provider Maintenance screen, select Maintenance Clients
Maintenance, then Clients from the Admin. drop-down '
menu (Figure 90) to open the CST Client/Provider Figure 90 - Admin/Client Drop-Down Menu

Maintenance screen (Figure 91) |
B
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Coordinator Menus

Admin/Clients Menu

When the Client/Provider Maintenance screen opens enter
client search criteria into one of the search fields and click the
Search button to the right of the search fields (Figure 91).

Please Note: The search will return a
result with as little as a single alpha
character entered into a search field.

The first tab selection tab that displays is the Client Tab. The
other tabs are related to the Client’s providers. The tabs that are
displayed are:

e Clients

e Client Providers

e Provider Contacts

e Provider Scheduling

e Provider Documents

e Provider Criminal History
e Providers History

idd 4 1o giol e bl I

First Name

Enter search criteria
into one or more
search fields

Last Name:

Address I

Cliet | Clients Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Criminal History | Providers History |

-
Address <%

First M Last State City Courty

k [ P

From Insite CsT

z
A L PSRy

Figure 91 - Enter Search Criteria

[m.
P4 o of0 | b M | '
First Name Search Clear ¥
Last Name z

Address '

Client | Clierts Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Ciiminal History | Providers History | I’

Figure 92 - Selection Tabs
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Coordinator Menu Admin/Clients Menu
The Client Tab

The Client Tab

The Client tab displays contact and 2 CST Gl PRED FLNTSTONE, provider: PROFESSIONAL ASSESSMENT OF INDIANA INC: oo e

other information about the client.

The fields on the right side of the client
screen are editable. As you acquire new
information or updates to existing
information, enter the information in
this area of the screen.

At the bottom of the screen there are
additional editable fields:

e Guardian Name

e Guardian E-mail

e QA Liaison Name

e QA Liaison E-malil

e Service Surveyor Name
e Service Surveyor E-mail
e BDDS Director Name

e BDDS Director E-mail
e BQIS Director Name

e BQIS Director E-Mail

H 4|1
First Name  Frep

ofl | b M | E

Last Name  F| |NTSTONE

Address 134 COBBLESTONE

Cliertt | Clierts Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Giiminal History | Providers History

State County

MARION

FLINTSTONE IN

BEDROCK

Address

134 COBBELSTONE

CliertSSN
999-99-9999

Division

From Insite C5T
) ) Client Contact —
First: Wi [0 Last: [FLNTSTON Information Fist:  FRED M D Llast FLINTSTONE
Address: | 134 COBBLESTONE © 134 COBBLESTONE
City: st Zp: [46250- | Courty: [MARION | Cty: BEDROCK St N Zp: 46250 Courty: MARION
Phene: |(317) 849-5421 Phone: (317) 843-5421
Dob Marital Status: |SINGL Additional client uandian Case Manager
SSN: House hold: information Name: 4. Doe Name: WAMPLER, KRISTEN
Race: [ ] UvAmg: [FAMILY | District: [5 ] Email: mittrel @pdd.com Phone: (317)422-4645
Sex: @ Male Female EDDS BQIS
Service Casze Manager Dir Name: J. Smith Dir Name:  B. Smith
Start Name: WAMPLER. KRISTEN | Dir Email: mitrel @pdd.com Dir Email: mhcittrel @pdd.com
Phone: [(317422-4646 | SC Name: A Smith QAL Name: C. Smith
5C Email:  micttrel @pdd com QAL Email: mhittrel @pdd com

Figure 93 - The Client Tab
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Coordinator Menu Admin/Clients Menu
Client Providers Tab

Client Providers Tab T

The Client Providers Tab lists the = Coe] Com]
providers for the selected client. FLINTSTONE

Address 134 COBBLESTONE
) . . . Clients Providers | Provider Cortacts | Providers Scheculing | Providers Documents | Providers Criminal History | Providers History
The information in the lower portion of P41 w2 MIE |
the screen relates to the provider selected Vender Secfem  Seie 7

To Email

in the prOVider list in the upper portion of 313 351537072 | PROFESSIONAL A... | 2506 WILLOWB... |Indianapolis | DALLAS MULVA.. | 3172522620 | mkitrel@pdd.com |J. Smith mkitrel@pdd.com 0
the screen (B iz PUTIMICONT. | GOTEWESSE. Gt [ CHRLES SO 55073 st [Lom _ reessicon 0|

[l [0 r
From Insite CsT
Mame: PROFESSIONAL ASSESSMENT OF INDIANA INC. MName: PROFESSIONAL ASSESSMENT OF INDIANA INC.
Address: 2506 WILLOWBROOK PARKWAY, SUITE 200 Address: 2506 WILLOWEROOK PARKWAY, SUITE 200
City: Indianapolis City:  Indianapolis
Zip: 46205- Zip: 46205
Contact: pDALLAS MULVANEY/C. COTTINGHAM Contact: DALLAS MULVANEY/C. COTTINGHAM
Email Email: mkittrel @pdd.com
Phone: (317) 252-2620 Phone: (317) 252-2620
— Send Reports To
Federal ID:  35-1537072 Vendor ID: §13
e Contact: J. Smith
Medicaid 1D: Case Mar ID: = ™
Email:  mkittrel @pdd .com

Figure 94 - Client Providers Tab
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Coordinator Menu

Admin/Clients Menu
Client Providers Tab

In the example at the right, the information on the subsequent

tabs...

6
7.
8.
9

Provider Contacts
Providers Scheduling
Providers Documents
Providers Criminal History

10. Providers History

...relates to Professional Assessment of Indiana, Inc.

Please Note: The Provider’s name appears
at the top of the screen so that you will
always be able to see which provider’s
information you are viewing (Figure 95).

ﬂl‘ CST Client: 'FRED FLINTSTONE' Provider: 'PROFESSIOMNAL ASSESSMENT OF INDIANA INC,' I
1 of 1 =
First Name  FRED Search ] [ Clear ]

Last Name FLINTSTONE

Address 134 COBBLESTONE

Figure 95 - Provider's Name Appears at Top of Screen
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Coordinator Menu

Admin/Clients Menu
Client Providers Tab

As with the Client Tab, the left
portion of the screen reflects
information bout the Provider
from INsite. The information in
this area of the Client Providers

ofl [ b M |H |
First Name Frep |

TICHE

Last Name | INTSTONE

Address 134 COBBLESTONE

Tab cannot be edited and its fields | : 1« « 1 ofz| b oo |
are grayed out. }gendnr Fid Name Address Giy Cortact Fhons Emai N

The information on the right side
of the screen can be edited so that
missing Provider information can
be added or old information can
be updated.

35-1537072

PROFESSIONAL A_. | 2508 WILLOWB

Information from Insite about the

Indianapalis

DALLAS MULVA

3172522620 mkittrel @pdd com | J. Smith

o s PTG TGS Gt | CUAESSH S rmesen Lo e o)

Editable information about the provider

mkittrel @pdd com 0

provider selected above. This
information cannot be edited in CST selected above.
From Insite CST
Name: PROFESSIONAL ASSESSMENT OF INDIANA INC Name: PROFESSIONAL ASSESSMENT OF INDIANA INC.
Address: 2506 WILLOWBROOK PARKWAY, SUITE 200 Address: 2506 WILLOWBROOK PARKWAY, SUITE 200
City: Indianapolis City:  Indianapolis
Zip: 46205 Zip: 46205
Cortact: pALLAS MULVANEY/C. COTTINGHAM Contact: DALLAS MULVANEY/C. COTTINGHAM
Email: Email:  mkittrel@pdd .com
Phone: (317) 252:2620 Phone: (317) 252-2620
Send Reports To
Federal ID: 351537072 Vendor ID: 913
Contact: J. Smith
Medicaid ID: Case MarID: : "
Email: mkittrel@pdd.com

Figure 96 - Clients Providers Tabs

CST User Guide V.1.doc

Page 99




Admin/Clients Menu

Coordinator Menu
Providers Documents Tab

Provider Contacts
|

P41 ofl | b W |

Use the Provider Contact screen
(Figure 97) to add provider contact T——— (st ][ o ]
|nf0rma.t|0n. Address 134 COBBLESTONE

Cliert_| Clients Froviders | Provider Contacts | Providers Scheduling | Providers Documents | Providers Criminal History | Providers Hitory |

PM 42 ofl [ b b | X H|

Contact’s Name
| JOHN BROWN

JOHN BROWN

Name:

Phone: (393) 355-9399

Email: jbrown@pdd.com

Figure 97 - Provider Contacts Screen
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Coordinator Menu

Admin/Clients Menu
Providers Documents Tab

Enter a Provider Contact
To enter a new contact:

4. Click the plus sign.

5. Enter the Contact’s name, phone number and e-mail
address in the lower portion of the screen.

6. Click the Save icon.

Address
| Gient | Clients Providers | [ Step {  |2S | Providef Gep 3 | Providers Do
AR NE of1 | b M [ x|

Cortact’s Name

Enter contact

information here

Name: JOHN EROWN

Phone: (399) 935-9959

Emil: jbrown @pdd.com

Figure 98 - Enter a Provider Contact
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Coordinator Menu

Admin/Clients Menu
Providers Documents Tab

When the contact information has been successfully
saved, the contact’s information will appear in the
upper portion of the screen.

AL ALy

ATIERE oft [ b M |4 X H|

. W g e - Fe—e 8

||: | ._||:I:|Hr'-l- BROWN

j|:| oW _é'-'p dd.com | 9

Provider contact
information successfully
added to CST

Mame- JOHN BROWN
Phone: (999) 9999999
Emal: jbrowni&@pdd .com

Figure 99 - Provider Contact Successfully Added to CST
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Coordinator Menu

Admin/Clients Menu
Providers Documents Tab

Provider Scheduling Tab

The Provider Scheduling tab allows the
Surveyor to view information about the
when and where the Survey will take
place as well as any pertinent notes.

P41 ofl | b ¥ |HE

First Name  FRED

Last Name  FLINTSTONE

Address 134 COBBLESTONE

o3| b M|

[ Seamn [ Cexr |

[ Client [ Clients Providers [ Provider Cortacts | Providers Scheduling | Providers Documents | Providers Criminal History | Providers History |

[E=|EeH =<3

5/30/2009 9:56 AM

Cortact Name:
Corttact Email:
Contact Phone:

MNotes:

10/7/2005 5:56 AM

Street, Building A

DALLAS MULVANEY/C. COTTINGHAM

mkittrel @pdd.com

3172522620

et of Indiana Inc.

October 11.2009 [~ |

Scheduled Date: | Sunday . October 11,2008 [/~ |

Date of Contact: | Sunday .

Time Cortacted:
Time Scheduled:

P43
Date of Contact Date Scheduled Scheduled Location Notes Date Modfied
9/16/2009 537 AM |5/16/2009 11:30 AM | At Professional Assessment of Indiana Scheduling with Professional Assessment of Indiana 9/16/2009 5:38 AM
Library at PAI 5/30/2008 3:57 AM

01

3:52 AM

5:00 AM

Scheduled Location: 1557 East Street, Building A

Test notes for Professional Assessment of Indiana Inc.

Figure 100 - Providers Scheduling Tab
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Admin/Clients Menu

Coordinator Menu
Providers Documents Tab

(o]
&

Providers Documents Tab T
CST allows you to upload documents on | o= e [ semeh |[ Gex |
Last Name
a network or on your computer to the —
- Address 134 COBBLESTONE

CST system a}nd to asspglate th(_ase (G [ : — e | i |
documents with a SpECIfIC prOVIder. Documerts for: PROFESSIONAL ASSESSMENT OF INDIANA. INC.

Mame Size Date Upload

Description

Criminal Background Check

Provider Test Document 3.doc

Upload Document
File: Browse... Upload
v

Description:  Criminal Background Check

Figure 101 - Providers Documents Tab
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Coordinator Menu Admin/Clients Menu
Providers Documents Tab

From the Providers Documents tab
use the Browse button to browse a F":N 41 oft|> M|
network or a location on your [sean ][ Gem ]

Last Name  FLINTSTONE

computer for a document you want to

Address 134 COBBLESTONE

upload tO CST. | Client I T S (T I Providers Scheduling | Providers Documents | Providers Criminal History I Pmudqsﬁslmy|
Documents for: PROFESSIONAL ASSESSMENT OF INDIANA INC.

Once you locate the document, click
on the file name to display the file
name in the File field.

Description MName Size Date Upload

Criminal Background Check rovic Jocument 3.doc

Select a description from the drop-
down menu that identifies what the
uploaded document relates to. This
can help you more easily locate a

document once it’s been uploaded.

Use the Browse button to
browse to a location on a

Click the Upload button to upload Sont Bommer netuork or your computer
the document. e S
To view a document that his been [oosewior | e Backoraund Check - Vew |
uploaded to CST. from the Providers Use the drop-down menu to select a description to

! identify what the document relates to.

Documents Tab click the document.

Figure 102 - Providers Documents Tab
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Coordinator Menu

Admin/Clients Menu
Providers Criminal History Tab

Providers Criminal History Tab

The Providers Criminal History tab allows
you to enter criminal history information
about Provider Staff members.

To add an entry on the Providers
Criminal History Tab, do the following.

Click the yellow plus icon at the top of the
page.

T Wy """
o=l CST Client: ‘'FRED FLINTSTONE", Provider: 'PROFESSIOMAL ASSESSMENT OF INDIAMA INC. '
[4 4 |1 ofl | b M | '
First Name Frep | i | [ e )
Last Name  FLiNTSTONE ’

Address 134 COBBLESTOME

| Client | Clients Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Criminal History | Providers History',
4 4|1 .-ﬁ—.-.. %X | Criminal History for: PROFESSIONAL ASSESSMENT OF INDIANA INC.

Staff Name Job Title Start Date

J. Stonefellow 10,/11/2009 12:08 PM

Figure 103 - Provider Criminal History Add Icon
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Coordinator Menu

Admin/Clients Menu
Providers Criminal History Tab

Enter the relevant information about the
Staff member in the lower portion of the
Screen (Figure 104).

Then click the Save icon at the top of the
screen (Figure 105)

To delete an entry, select it and click the
delete icon (Figure 106.)

a5 CST Cli

IM 4|1 ofl | b M |

Sex Crime Shop Lifting|

Staff Name:  J. Stonefellow

Exploitation Of Adult

Job Title:  CSN
Other Source: Failure To Report Adult
Statt Date:  Sunday . October 11,2008 E Failure To Report Child
Date Checked ~ Sunday . October 11,2009 E- Theft

Staff Has Direct Contact CIR History Volurtary Manslaughter

Involurtary Manslaughter

Felony Controlled Substance

Figure 104

J P 4|1 ofl | b bl |H

First Name  FRep

Last Name  FLinTSTONE

Address 134 COBBLESTONE

First Name  FRep | Search |[ Clear ]

Last Name [+ weerener

addess Figure 107 - Provider Criminal History Delete Icon

| Giient_| Clients Providers | Provider Contacts | Providers Scheduling | Providers Documents | Providers Criminal Histos
Gl

P A | ——tm— o

Crminal History for: PROFESSIONAL ASSESSMENT OF IN

N, - Ny

Staff Name Job Title

J. Stonefellow

Figure 106

P A |1 TP | MH | Criminal History for: PROFESSIONAL ASSESSMENT OF INDIANA [N

Job Title Start Date
10/11./2009 1™

Start Ly

Staff Name

J. Stonefellow

Figure 105
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Coordinator Menu

Admin/Clients Menu
Providers History Tab

Provider History Tab

The Provider History Tab is information
that comes from INsite. The fields on this
screen are not editable and the status of the
fields is dependent upon INsite.

P41 ofl | b b | |

Last Name | INTSTONE

Address 134 COBELESTONE

| Client | Clierts Providers | Provider Contacts | Providers Scheduiing | Providers Documents | Providers Criminal History | Providers Hitory
P oA o of0 | b M|

Fid Name

Date Change Vendor ID Address City Contact Fhone Email 'Is'gns;:ipo’t !

4 n

From Insite csT
Name: Name:
Address: Address:
Ciy: Ciy:

Zip Zp -

Contact Contact:
Email: Email:

Phone: (- Phone: )~

Federal ID: Vendor ID: Send Reports To

Medicaid ID: Case Mgr ID: Contact:
Email:

Figure 108 - Providers History Tab
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Coordinator Menu

Coordinator Cases

Surveyor Cases

A Surveyor uses the Surveyor Cases Menu to open the
Surveyor screen. The Surveyor uses this screen to view the
list of surveyors assigned to her.

When the Surveyor Cases Screen opens enter the survey
number into the Survey search box and click the View button
(Figure 110).

Alternatively, if you know the status of the survey, select the
status from the Case Status drop-down menu.

This will display a list of all the surveys assigned to you with
the status you selected. Then find the survey in the list.

o .. -
Program  Admin. Interfaces Individuals Reports  Window H:‘

Figure 109 - Coordinators Cases Menu Option

14 4 || Survey Search Box

Survey: 23650

Case Status: [&mtﬂb&#ﬂgﬁd’

Sample
Date

Select  Survey

Figure 110

Reason For Survey Client
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Coordinator Menu

Coordinator Cases

The fields on the Surveyor screen (Figure 15) are
fully sort able so that you may sort the list by:

e Sample Date

e Reason for Survey
e Client

e Surveyor

e Coordinator

Case Manager
District
Waiver
Division
AAA

4 4|1 ofl | b M |

OM SAMPLE FRED FLINTSTONE

Figure 111- Coordinator Screen fields
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Coordinator Menu

Coordinator Cases
View a Survey

View a Survey

To view a survey, select the
survey that you want to view
by clicking the check box in
the Select field next to the
survey (Figure 112.

Then click the View button
to open the Case Details
Screen.

=IOl X
L 4|1 ofl | b B | |
Survey: Search
Case Status: [ Survey to be Assigned -
Select  Survey g;n;ple Reason For Survey Cliert Surveyor Coordinator Case Manager District Courty Waiver Division AAA

... | FRED FLINTSTONE DE

OR )
Select the survey from the list

WAMPLER, KRISTEN |5 MARION

Click the View
button

Figure 112
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Coordinator Menu

Coordinator Cases
View a Survey

Case Details Survey Tab

The Case Details Survey
tab lists all the surveys
assigned to the case.
Fields listed on the Survey
tab include:

e Survey View
Button

e Survey Number
e Survey Name

e Waiver

e District

e AAA

e Division

e County

e Date Inserted

Case |} Survey i Notes | Comments | Scheduling | Documents | Criminal History | Maintenance |

Sunrey Survey Mame Waiver Diistrict ARA Division Courty Date Inserted
BQIS Person Centered Compliance Tool (DDRS C5T) | 55W 03 BDDS ALLEN

T N e e O N R (M7 P

Figure 113 — Case Details — Survey Tab

The Case Details Survey tab lists all the surveys assigned to

the case.
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Coordinator Menu

Coordinator Cases
View a Survey

View the Survey

Clicking the View button to the left of a
survey opens the Survey Answers Form
window (Figure 97).

From the Survey Answers Form window
the surveyor enters findings.

Survey Answers Form Window

At the top of the screen the following is
displayed:

e Survey — the name of the Survey
e Case - Description

e Client — Client Name

e Surveyor — Surveyor Name

e Level#

e Focus (e.g., Participant Center Service
Planning

Survey: BQIS Person Centered Compliance Tool (DDRS CST) CASE: *Description®
Client:  JUSTIN BAKER
Surveyor:  Anita Adams
Level: |
Focus: Paricipant Center Service Planning Version: “number”
|.A: Assessment
I Compliance Indicator
|.A1: The individual's support team gathers information about the individual's preferences. personal goals, ) Met
needs and abilties to develop the individual's support plan.
) Achieving
() Mot Met

6-15-1 -

Spending Time With People | Conversations With People | Review of Documents | Notes

View Regulation

1) Observe if any behavior issues are present during the visit. 2) Cbserve if any medical conditions that might require treatments exist. 3) Cbserve
any formal, structured training programs that are implemented during the vist. 4) Observe for any informal teaching opportunities that are provided.

EASTER SEALS ARC OF NORTHEAST IND - Community Habilitation-Indiv

Findings

1) Does the support team, including the case manager, know about:

Main Menu

Previous Indicator Neaxt Indicator

Figure 114 - Survey Answers Form
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Coordinator Menu

Coordinator Cases
View a Survey

Survey Compliance Indicators

The next area of the screen is the survey indicators
Compliance Indicator gives a description of the
indicator and three indicators from which the
Surveyor can select:

e Met
e Achieving
e Not met

CST User Guide V.1.doc
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Coordinator Menu Coordinator Cases
View a Survey

View Regulation Button

To view a regulation, select a regulation from the drop-down
menu to the right of the View Regulation button (Figure 115).

Figure 115 - View Regulation button
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Coordinator Menu

Coordinator Cases
View a Survey

Once you’ve selected the regulation you want to review, click
the View Regulation button.

The Regulation window will open displaying the text of the
regulation (Figure 116). When you’ve finished viewing the
regulation, click the OK button in the lower right corner of the
window.

Below the View Regulation button are four tabs that give the
surveyor guidance when conducting the survey.

= | (S [

ol Regulation

Sec. 1 -

A provider of case management services shall have the following information about an individual receiving case management services from the
provider:

(1) The wants and needs of an individual, including the health, safety and behavioral needs of an individual.

(2) The amay of services available to an individual whether the services are available under this article or are
otherwise available.

(3) The availability of funding for an individual.

Click OK button to
close the window -

Lo |

Tab Guidance

Spending Time with What to observe during the
People visit

conversations with
People

What to ask various people
associated with the client’s
care

Review of Documents What documents to review

Notes A place to record
observations and other notes
relevant to the Compliance

Indicator

Figure 116

Spending Time With People | Conversations With People | Review of Documents | Notes

1) Observe if any behavior issues are present during the visit. 2) Observe if any medical conditions that might req
any formal, structured training programs that are implemented during the vist. 4) Observe for any informal teachi

Figure 117 - Guidance Tabs
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Coordinator Menu

Coordinator Cases
View a Survey

Below the four Guidance Tabs is the Provider portion of
the screen. Here the Provider is selected from a drop-
down menu. The service that the provider provides is
selected from the Services drop-down menu.

Findings for the selected provider are recorded under the
Findings tab. When the Provider submits a Corrective
Action Plan online, the plan is automatically added to the
Corrective Action Plans tab.

Probes

The Probes portion of the Survey Answers Form provides
additional question assistance for the Surveyor.

At the bottom of the screen, the Surveyor has the option
of advancing to the next indicator or returning to the
pervious indicator by clicking on the appropriate button
(Figure 20).

EASTER SEALS ARC OF NORTHEAST IND ~

Findings | Comective Action Plans

Community Habilitation-Indiv

Figure 118 - Provider Portion of the Survey Answers Form

1) Does the support team, including the case manager. know about:

Figure 119 - Probes portion of the Survey Answers Form

Mext Indicator

Previous Indicator

Figure 120
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Coordinator Menu Coordinator Cases
View a Survey

Case Details Notes Tab
The Case Details Notes tab allows a surveyor to add notes.

2 with John Doe on August 4th about where to park at the facilty.

T - R

Motes: Telephone Call:
Spoke with John Doe on August £th about where to park at the facility

Figure 121 - Case Details Notes Tab
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Coordinator Menu

Coordinator Cases
View a Survey

To Add a note:

1. Click the plus icon just below the Notes tab Wv

(Figure 122).

2. Position the cursor in the note editing
window and enter the notes you wish
to record. (Figure 123)

|Case ISLneyFNﬂtES |Camﬂeﬂts|5dieduhnglﬂnq.maitsla

i LN B
Click the plus sign X e

E icon to add a note.

John Doe on August 4th about w'

Figure 122

Case |&wey { Notes |[hnma'ts|5died|.klg|[bamts|ﬁimdlidaylMaﬂmm|

M 4|1 of2 [ b M |9 K |

Survey 1D Motes Date Inserted Date |
15708 Spoke with John Doe on August 4th about where to park at the facility. 8/5/200911:04 ... | 8/5°20

oo lwebe iy

Motes: Telephone Call:
\f\ Position cursor here. l
Figure 123

CST User Guide V.1.doc

Page 119



Coordinator Menu Coordinator Cases
View a Survey

3. When you’ve finished entering the notes, click the Save O z
icon just below the Notes tab. Case | Survey || Notes || Comments | Scheduiing

Click the Save icon to
save the note.

Figure 124
4. Yournote will & _
appear in t_he Case | Survey Nﬂt35| Commerts | Scheduling | Diocuments | Criminal Histary I Mahta’:am:&l
upper portion of ITIERE of2 | b M| X |

the screen with
your note’s

Survey 1D Motes Date Inserted Date Modified

title. the date 15708 Spoke with John Doe on August 4th about where to park at the facility. 8/5/2005 11:04 ... |8/5/2009 11:04 .
and time the @A JJobmboe  [sAANBN4S. 7]

note was added.
(Figure 125)

Figure 125
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Coordinator Menu Coordinator Cases
View a Survey

Modify a Note:
1. Click on the note. The content of your note will appear
in the note editing window.

BOEMCMS I e e

Notes editing window.

3. Clickthe Saveiconto |+ 11 (1 of2 [ b M |4 K| |
save the modification to gw_,, D

your Original note. Spoke with John Doe on August 4th abaout

4. Your modified note will

appear in the upper
portion of the screen
with the note’s title, the
date and time the note
was originally added
and the time and date
the note was last
modified.

Click the Save lcon to save .
Notes changes to the note. serted Date Modiied

Enter changes in the
Motes: Telephone Call: editing window

Spoke with John Doe on August 4th about where to park at the facility.

Figure 126
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Coordinator Menu

Coordinator Cases
View a Survey

Case Details Comments Tab

The Case Details Comments tab
allows you to add comments.

| Case | Survey | Notes | Comments ‘| Scheduling | Documents | Criminal History | Maintenance
P41 of2 | b M |9 XK
Surveyor Comments Date Inserted Date Modffied

n This iz @ new note. | am modifyting this note. L
T [ Y I T

Surveyor Commenrts:

This iz a new note. | am modfyting this note.

Figure 127 — Case Details Comments Tab
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Coordinator Menu

Coordinator Cases
View a Survey

To Add a comment

1. Click the plus icon just below the Comment tab.

(Figure 129).

2. Position the cursor in the Comment editing
window and enter the comment you wish to
record. (Figure 128)

M

|Case |91vey|Nd&s|C°mmem5 |5d1edl.|ﬁng|Doc1mis|Cride5tmy|Maﬂmm|

M o4 2 of2 [ b M [ X A

|

Surveyor Comments

This iz @ new nate. ! am modifyting this note.

This ig# new note. | am modifyting this note.

Figure 129 - Click the plus icon to add a comment

o B

Case | Survey | Notes || Commerts {| Scheduling | Documents | Criminal History | Maintenance |

PH 4 |1 of2 [ b M | X H

Surveyor Comments

This iz a new note. | am modifyting this note.

This is another note.

Paosition cursor here.

Surveyor Comments:

— il

Figure 128
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Coordinator Menu

Coordinator Cases
View a Survey

3. When you’ve completed enter the comment, click
the Save icon just below the Comment tab.
(Figure 130).

4. Your note will appear in the upper portion of the
screen with your note’s title, the date and time the
note was added.

= Case Details - BAKER, JUSTIN D

.\

Case | Survey | Notes [ Comments || Scheduiing | Documents | Criminal History | Maintenance |

M1 4 |1 of2 | b B

X

i

Surveyor Comments

This iz anaother note.

Surveyor Comments:

This is a new note. | am modifyting this note.

Click the Save icon to
save changes.

Figure 130

e R 7
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Coordinator Menu

Coordinator Cases
View a Survey

To Modify a Comment

1. Click on the comment you want to modify. The
content of your comment will appear in the
comment editing window.

2. Enter changes in the Comments editing
window.

3. Click the Save icon to save the modification
to your original comment.

4. Your modified comment will appear in the
upper portion of the screen with the
comment’s title, the date and time the
comment was originally added and the time
and date the comment was last modified.

o Case Details - mmt,msmm

i I Documents | Criminal History | Mairtenance
M 4 |1 of2 | b H CER ™ | Highlight the comment
you want to modify.

Surveyor Comments
! This is a new note. | am modifyting this note.

- This is another note.

Surveyor Commenrts:

Figure 131

[
ol Case Details - BAKER, JUSTIN D

| Case_| Suvey [ Notes |; Commerts | Scheduing R
M 4|1 of2 | b M | &= X ] | Clickthe Save iconto

save the changes
Date Inseted Date Modffied
This iz a new note. | am madifyting this note. ... | 8/5/200912:08 ... 8/5/2009 1208 ..

... |8/5/200912:09 ... |8/5/200912:09 ..

Surveyor Comments

This is another note.

Enter changes in the

5 Comments: o )
rveyor -omments editing window

This is @ new note. | am modifyting this note.

Figure 132
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Case Details Scheduling Tab

The Case Details

Scheduling tab is : - _
where the surveyor | Case | Survey | Notes | Commerts | Scheduing | Documents | Cainal History | Maintenance |

Provid i
schedules the survey. rovider  EASTER SEALS ARC OF NORTHEAST INDIANA | » 14 4 |E| of0 [ b bl |dr K M|

Date Date of

Date Modified Notes Scheduled Location

Contact Name ~ SUE CHRISTMAN Date of Contact  Wednesday, August 05,2009 [El~
Cortact Email mkittrel @pdd.com Scheduled Date  Wednesday, August 05,2009 [E~
Contact Phone 2604564534 Scheduled Location

Motes -

Figure 133 - The Case Details Scheduling Tab
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To Schedule a survey:

1. Select the Provider from the Provider Drop-down
Menu just below the Scheduling tab. (Figure 134)

2. Enter the Date of Contact. Clicking the calendar icon to
the right of the displayed date will open a calendar from
which you can choose a date. (Figure 135).

Case |5Lnne3r|Nnit&B|Cmmais Scheduling [ha.mﬂ'islﬂimdl-imlﬂa'tm!

Provider EASTER SEALS ARC OF NORTHEAST INDIANA | + | 14 4 |E|Dfﬂ}

-+

Date Date of -
Date Modifl Select the Provider from

the drop-down menu

Figure 134

mlM moér
<4| of0 [ b bl [dF X |

Scheduled Location

Date of Cortact Wednesday, August 05,2009 [E~

Scheduled Date Wednesday, August 05,2009 [E~

Scheduled Location

Figure 135
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3. Enter the Scheduled Date. Clicking the calendar icon to
the right of the displayed date will open a calendar from
which you can choose a date. (Figure 136)

4. Enter the Scheduled Location (Figure 137). Clicking the
calendar icon to the right of the displayed date will open
a calendar from which you can choose a date.

—a Y At e A . .

T Lt P A S R P "

m‘—I—Mmmﬁr P—— — X e
& o ofd [ b b [ X H|

LS
» Scheduled Location

Enter the
Scheduled Date

Scheduled Location

Date of Cortact  Wednesday, August 05,2009 [~

Scheduled Date Wednesday, August 05,2009 (B~

LAY
S e

Figure 136 — Enter the Scheduled Date

ST . T B /A'-,,_-H_“‘_F'h_-‘\"ﬁ'.‘_”_r ,.F'-.,-"‘_'\__“_ ﬁ_(_,é@
<§§%.'|E|ofﬂ [» M X HE
Ty Scheduled Location

Enter the
Scheduled
Location

Date of Contact Wednesday, August 05,2009 [~

Scheduled Date  Wednesday, August 05,2009 (B~

IScheduIed Location

.

Figure 137 — Enter the Scheduled Location
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5. Enter any relevant notes that need to be associated
with the scheduling of the provider.

6. Click the Save icon to set the time, date and location
of the survey. (Figure 139)

Al ccnsbeindiiomniedil

;
dntact Name  SUE CHRISTMAN

fontact Email  miittrel @pdd.com

iptact Phone 2604564534

{
“es

Enter Notes here.

»

Figure 138 — Enter notes

—

J_i Doctmerislﬂri’rhal Histony | Maﬂmm|

TINDIANA |+ & 044 [0 | of 0

|

Modified Mote

Click the save icon to save

the schedule

Figure 139 — Click the save icon

4+ A -
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Case Details Documents Tab

The Case Detail Documents
tab allows you to upload a
variety of documents to CST
and associate them with a
case and a provider.

|Case | Survey | Notes | Commerts | Scheduing | Documerts | Cririnal History | Mainteniance |
Provider  EASTER SEALS ARC OF NORTHEAST INDIANA | ~

Roles doc

Upload Document
File: Browse... ][ Upload ]

Figure 140 - Case Detail Documents Tab
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To upload a document to CST, go to the Upload Document

section of the screen.
1. Click the Browse button to view documents to

which you have access on your computer or on a
network. (Figure 141)

2. Select a file (Figure 142)

- Case Details - BAKER, JUSTIN

|Case ISLneled&BlComen

= | e 5

Provider EASTER SEALS ARCO

Description

Surveyor Roles

Upload Document

Tyge Size

Date Upload

8/4/2009 9:58 PM

File:

]| Upload |

Description:

Figure 141

ol Open

OO [« CSTQA(leerty) b Sumeyorfioles »

| Wy Organize ~

Favorite Links

& Recently Changed
[l Documents

B Deskiop

9 Recent Places
/& Computer

B Searches

Ji Public

B Pictures

~

- | hedl H Search

Name Date modified  Type Size Tags

| B HY g

Surveyor Loggmgmto Primary Roles
Coordinator

Folders

File name

Figure 142

~ | Word Documents{doc, docx, +

[[Oeen ][ Comes |
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3. Select the document type that you want to upload
from the document dropdown menu. (Figure 143).

Click the Open button.

The types of files you may select include:

e Word Documents (doc, docx)

o Excel spreadsheets (xIs., xIh)

» Power Point presentations (ppt.)
o Adobe files (PDF)

» Data Files (log., dat. xml)

VWord Documents(doe, docx, »
Word Documentsi{doc, doc, td)

BExcelbds, xdt)
PowerFPoint Presentationsippt)

Adobe(pdf)
Data Related(og, dat, xml)

Figure 143

ol Open

OQ [ « ST QA (Liberty) » SurveyorRoles » [ 43 [[ search

Wy Organze ~ G5 Views ~ [ New Folder

Favorite Links Name’ Date modified Type Size
% Recently Changed @ =] ] E "]
[E| Documents I \ } = = =
B Desktop Surveyor  Logginginto  Primary Rales

%) Recent Places CST  Coordinator

/8 Computer
Searches
Ji Public

B Pictures

Folders ~

Tags

File name: - Word Documents{doc, docx,
 —
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5. The file and its location will
appear in the File field.

A5 Uikl -, A,,‘..,m R e T i Far AT T, e

o T

.ée [s I;‘ﬂﬁlmlm|‘mmmerﬂs maHaW|Maﬂmm|

'\S%rovider EASTER SEALS ARC OF NORTHEAST INDIANA |

'ﬁ&auiption Tvpe Size Date Upload

6. Enter a description of the o oot P

document in the Description
field.

7. Click the Upload button to {{__ Upload Documert

5 File: |CHCST QA (Uberty\S Rolest$ 4 Browse... -
upload the document to CST. I e, o J [ Uload |
\}/ Description:  Surveyors Role

Figure 144

8. To view a document once it has been uploaded to
CST click on the document in the list. Then click
the View button.

CST User Guide V.1.doc Page 133



Case Details Criminal History Tab

The Criminal History tab (Figure 145) allows the surveyor to
add criminal history details to a provider’s information.

o E=E|EoR|
| Case | Survey | Notes | Comments | Scheduling | Documerts |; ‘| Maintenance |

Provider EASTER SEALS ARC OF NORTHEASTINDIANA | v = 14 4 |1 ofl [ b M [ X

Staff Name Job Title Start Date Date Checked

John Doe

Staff Name:
Job Title:
Cther Source:
Start Date:

Date Checked

Bus Driver

John Doe
Bus Driver
Wednesday, August 05, 2009 El~
Wednesday, August 05, 2009 B

Staff Has Direct Contact: CIR Histary

Figure 145 —Case Details Criminal History Tab

=)

2009 12:35 PM

Sex Crime

Exploitation Of Adult

Failure To Report Adult

Failure To Report Child

Theft

Volurtary Manslaughter

Irvaoluntary Manslaughter

Felrre Cantrallad Siihstance
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To add criminal history information:

1. Click the plus icon just below the Criminal
history tab

2. Position the cursor in the Criminal history editing
window and enter the criminal history details you
wish to record.

3. When you’ve completed entering the criminal
history details, click the Save icon just below the
Criminal history tab.

4. The Criminal History item will appear in list in
the upper portion of the screen with the staff
member’s name, job title, start date (the date the
criminal history item was entered and date
checked (the date changes are made to the
criminal history detail.
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To modify criminal history information:

1. Click on a name in the list. The criminal history
information related to the selection will appear in
the editing window.

2. Enter changes in the editing window.

3. Click the Add icon to save the changes or
additions to the staff member’s information.

4. The modified criminal history will appear in the
list o with the staff member’s name, job title, start
date (the date the criminal history item was
originally entered and Date Checked (the date
changes are made to the criminal history detail’s
upper portion of the screen with the comment’s
title, the date and time the comment was originally
added and the time and date the comment was last
modified.
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Case Details Maintenance Tab

o= Case Details - BAKER, JUSTIN D

Jan Delehanty Transfer Coordinator

Transfer Surveyor

Client / Provider Data

Refresh Data

Figure 146 - Case Details Maintenance Tab
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Refresh Client Data

Clicking the Refresh Client Data will open the Client tab of
the CSTClient/Provider Maintenance screen and display the
most recent Client information.

To exit the CST Client/Provider Maintenance screen and return
to the Case Details Action Tab click the close icon in the
upper right corner of the screen.
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CST Status Matrix

Unassigned A random sample is run that creates cases for waiver
clients

1 System Administrator
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The Primary Coordinator assigns surveys to the Surveyor
(or Coordinator). A case is composed of

e The client
« All the providers that service the client
e One or multiple surveys

The Surveyor (or Coordinator)

2 Primary Coordinator Assigned
Views cases

Updates missing or incorrect provider and client
contact information

Contacts contact providers to schedule a time and date
to perform the survey

Contacts clients

CST User Guide V.1.doc Page 141



3 Surveyor

Announcement

Once the preceding steps are completed, the Surveyor
changes the Status to Announcement and sends the
Announcement e-mail to:

e Providers
o Case Manager

e Service Coordinator

Each provider receives a separate e-mail with the
announcement letter attached.

The Announcement Letter includes the survey’s date and
time.

Case Managers and Service Coordinators receive a carbon
copy of the e-mail and announcement letter.

The Surveyor (or Coordinator) performs the surveys.

The Surveyor enters the findings into the CST Answer
screen.
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When the Findings are completed, the Surveyor (or
Coordinator) changes the status to Findings Report
Received. The Surveyor sends an e-mail to the Surveyor
Coordinator.

Findings Report

4 Surveyor
y Reviewed

The Surveyor (Coordinator) reviews the findings.

During the review process it’s possible that e-mails will need to be sent back and forth between the Surveyor and
the Surveyor Coordinator until the Coordinator is satisfied with the quality of the findings.

A button will be provided on the_Case Notes Tab so that comments can be exchanged between Survey
Coordinator and Surveyor and history can be kept.

The Surveyor Coordinator approves the findings and

changes the status to Findings Report Approved. The

Approved Surveyor Coordinator sends an email to the Surveyor (or
Coordinator)

Findings Report

5 Coordinator
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6 Surveyor

The Surveyor changes the status to CAP is Needed. Emails
go to:

e Provider

» Case Manager

« Service Coordinator
e Guardian

e QA Liaison

) Providers complete CAPs on the Provider Website.
CAP is Needed P

» The Provider logs onto the Provider Website with a
username and password

» The Provider looks up her case (or selects from a
case)

e The Provider completes the CAP

The Case Manager reviews all CAPS and assists providers
with submitting a CAP that addresses the Surveyor’s
findings.
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If the CAP isn’t submitted within 13 days of the CAP is
Needed Status the System automatically sends a reminder
e-mail to the Provider. This changes the status to CAP
Reminder.

7 System CAP Reminder

If the CAP isn’t submitted within 16 days of the CAP is
Needed Status, the System changes the status to CAP_Not
Submitted and automatically sends e-mails to:

o Case Manager

Provider

: S
8 System CAP Not Submitted urveyer

Surveyor Coordinator

IPMG

Service Coordinator

Quality Manager
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Provider Website The Case manager changes the status to CAP_Submitted
9 CAP Submitted and an e-mail is sent to the Surveyor (Coordinator) from
Case Manager the Provider Website when the Provider submits the CAP.

The Surveyor reviews the Provider’s CAP and then sends
an e-mail to the Surveyor Coordinator stating that the CAP
has been reviewed. This changes the status to CAP
Reviewed.

10 Surveyor CAP Reviewed

During the review process it’s possible that e-mails will need to be sent back and forth between the surveyor and the coordinator
until the coordinator is satisfied with the quality of the CAP Review. A button will be provided on the_Case Notes Tab so that
comments can be exchanged between Surveyor Coordinator and Surveyor and history can be kept.

The Surveyor Coordinator reviews the CAP and if the
Surveyor Coordinator agrees with the Surveyor, the
Surveyor Coordinator e-mails the Surveyor (Coordinator).
The Surveyor Coordinator changes the status to
Coordinator Approve CCAP.

Coordinator Approve

11 Surveyor Coordinator
CCAP
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Surveyor Select one The Surveyor changes the status to CCAP Accepted. A

CCAP Accepted verification plan is needed. An e-mail is sent to:

o Case Manager

Provider

Surveyor

Surveyor Coordinator

IPMG

12 ) )
Service Coordinator

Quality Manager

or The Surveyor determines that the CCAP has been partially

accepted and that a verification plan is needed. The
Surveyor changes the status to CCAP Partially Accepted.
An e-mail_is sent to:

Surveyor

CCAP Partially
Accepted

o Case Manager

e Provider
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Surveyor

or

CCAP Denied

e Surveyor

Surveyor Coordinator

IPMG

Service Coordinator

Quality Manager

The Provider Re-submits the CAP

The Survey changes the status to CCAP Denied. A
verification plan is needed. An e-mail is sent to:

o Case Manager

Provider

Surveyor

Surveyor Coordinator

IPMG

Service Coordinator
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e Quality Manager
The Provider Re-submits the CCAP

If the CCAP is Partially Accepted or Denied

Provider Website CCAP The Provider sends an Email from the Provider Website to
13 _ the Surveyor (Coordinator). This changes the status to
Case MANAGER Re-Submitted CCAP Re-Submitted.
) The Surveyor changes the status to CCAP Re-Reviewed
14 Surveyor CCAP Re-Reviewed y N .
and sends an e-mail the Coordinator
During the review process it’s possible that e-mails will need to be sent back and forth between the surveyor and
the coordinator until the coordinator is satisfied with the quality of the CCAP. A button will be provided on the
Case Notes Tab so that comments can be exchanged between Surveyor Coordinator and Surveyor and history
can be kept.
. The Coordinator changes the status to CCAP Re-Approved
15 Coordinator CCAP Re-Approved g

and sends an email to the Surveyor (Coordinator).
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Surveyor Select one The Surveyor (Coordinator) changes the status to CCAP

CCAP Accepted Re-Accepted. A Verification plan is needed. The Surveyor
sends an e-mail to:

Case Manager

Provider

16

Surveyor

Surveyor Coordinator

IPMG

Service Coordinator

Quality Manager

or Surveyor changes the status to CCAP Partially Re-

Accepted and sends an e-mail to BQIS Coordinator.

Surveyor

CCAP Partially
Accepted
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The Surveyor schedules the verification and defines the
type of verification needed. The Surveyor enters the
information on the CST Scheduling tab.

17 Surveyor Verification Complete
The Surveyor e-mails the Surveyor Coordinator that the

Verification is complete. The Surveyor changes the Status
to Verification Complete.

During the review process it’s possible that e-mails will need to be sent back and forth between the surveyor
and the coordinator until the coordinator is satisfied with the quality of the Verification findings. A button
will be provided on the_Case Notes Tab so that comments can be exchanged between Surveyor Coordinator
and Surveyor and history can be kept.

e - . Surveyor Coordinator changes the status to Verification
Verification Findings y g Verification

18 Coordinator Findings Approved and emails the Surveyor that the
Approved

Verification Findings are approved.
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Surveyor Select one When the verification plan is implemented the Surveyor

changes the status to Verification Implemented and sends
an e-mail to:

Verification
Implemented

e Case Manager
e Provider
19
e Surveyor
e Surveyor Coordinator
* IPMG

e Service Coordinator

e Quality Manager
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or If the verification plan is partially implemented the

Surveyor changes the status to Verification Partially
Implemented and sends an e-mail to:

Surveyor

Verification Partially
Implemented

e Case Manager

e Provider

e Surveyor

e Surveyor Coordinator
e IPMG

® Service Coordinator

e Quality Manager
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or If the verification plan is not implemented the Surveyor

changes the status to Verification not Implemented and
sends an e-mail to:

Surveyor

Verification not
Implemented

Case Manager

Provider

Surveyor

Surveyor Coordinator

IPMG

Service Coordinator

Quality Manager
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Transition Monitoring

Level 1

Transition Monitoring occurs when a patient moves to a new location.

To build a case for a Transition the CST System Administrator runs “Create Specific Survey” and selects “Transition” from the type
drop-down menu.

Current issues: eNeed a place to setup e-mail and contact information
eHow do you assign a coordinator?

State Service The State Service Coordinator emails the Primary

1 Coordinator Transition Coming Coordinator and BQIS Coordinator

Primary Coordinator sends an e-mail to the Surveyor then
Primary ) assigns the Surveyor Coordinator assigning the case.
2 ) Assigned ° / Jning
Coordinator

. State Service Coordinator sends an email to the Surveyor
State Service

3 . Transition Has Occurred saying that the transition has occurred.
Coordinator
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Surveyor schedules visit with Provider.
4 Auto-Create Status y
Surveyor
Scheduled
3) Surveyor Findings Complete Surveyor e-mails Surveyor Coordinator
During the review process it’s possible that e-mails will need to be sent back and forth between the surveyor and the
coordinator until the coordinator is satisfied with the quality of the Surveyor’s findings. A button will be provided
on the_Case Notes Tab so that comments can be exchanged between Surveyor Coordinator and Surveyor and
history can be kept.
Surveyor o Surveyor Coordinator e-mails Surveyor.
_ Findings Approved
Coordinator
7 Surveyor Findings Report Surveyor emails State Service Coordinator and Provider
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